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FOREWORD

This Operations Inspector Manual is one in a set of manuals forming the technical guidance provided
for the conduct of aviation safety oversight by the Civil Aviation Authority of Sri Lanka (CAASL).
These manuals are produced to provide the information, policy and procedures necessary to perform
tasks in support of the Air Navigation Regulations (ANRs) and Civil Aviation Act. No. 14 of 2010.

All personnel assigned by the CAASL to perform tasks that are addressed in this manual shall comply
with these policies and procedures in the performance of their duties. All other relevant working
documents relating to these specific tasks and responsibilities will also be considered. If there is any
conflicting guidance, the employee should advise management in writing. It is a goal of the CAASL
to provide guidance that empowers personnel to conduct their tasks in a standardized manner.

This manual is subject to regular review and improvement as approved by the Director General. The
CAASL has authority to amend the manual, as necessary, to conform to the Sri Lanka Safety
Oversight Program.

This manual will be treated as a dynamic document. As a result of amendments to the Sri Lanka Civil
Aviation legislation and the progress of aviation safety practices, there will be the need for
amendments.

Contribution of meaningful ideas for the improvement of the content of this manual is therefore
encouraged and requested from all users.

H. M. C. Nimalsiri
Director General of Civil Aviation &
Chief Executive Officer

13" June 2018

Civil Aviation Authority of Sri Lanka
No 152/1, Minuwangoda Road,
Katunayake,

Sri Lanka.
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ABBREVIATIONS

The following acronyms are used in this manual—

1. AOC
2. ACARS
3. AFM
4. AMO
5. ANR

6. ARINC
7. ATO
8. CAASL
9. CCR
10. CPC
11. ETOPS
12. EFB
13. FS

14. GID
15. ICAO
16. LOFT
17. MCE
18. MRAI
19.  PASI
20. RFM
21. RVSM
22.  SOE

— Air Operator Certificate

— ARINC Communications Addressing and Reporting System
— Aircraft Flight Manual

— Approved Maintenance Organization

— Air Navigation Regulation(s)

— Aeronautical Radio, Incorporated

— Approved Training Organization

— Civil Aviation Authority of Sri Lanka

— Completed Certification Report

— Certification Project Coordinator

— Extended Twin Engine Operations

- Electronic Flight Bag

— Flight Safety

— General Inspection Database

— International Civil Aviation Organization
— Line Oriented Flight Training

— Minimum Certification Events (associated with certification plans)
— Minimum Required Annual Inspection

— Pre-Application Statement of Intent

— Rotorcraft Fight Manual

— Required Vertical Separation Minima

— Schedule of Events
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DEFINITIONS

When the following terms are used in the Standards and Recommended Practices for operation of
aircraft in international commercial air transport, they have the following meanings:

Aerial Work

An aircraft operation in which an aircraft is used for specialized services such as agriculture,
construction, photography, surveying, observation and patrol, search and rescue, aerial
advertisement, etc.

Aerodrome

A defined area on land or water (including any buildings, installations and equipment)
intended to be used either wholly or in part for the arrival, departure and surface movement of
aircraft.

Aerodrome Operating Minima

The limits of usability of an aerodrome for:

1) take-off, expressed in terms of runway visual range and or visibility and, if necessary,
cloud conditions;

2) landing in precision approach and landing operations, expressed in terms of visibility
and / or runway visual range and decision altitude/height(DA/H) as appropriate to the
category of the operation; and

3) landing in non-precision approach and landing operations, expressed in terms of
visibility and / or runway visual range, minimum descent altitude / height (MDA/H)
and, if necessary, cloud conditions.

Aeroplane
A power-driven heavier-than-air aircraft, deriving its lift in flight chiefly from aerodynamic
reactions on surfaces which remain fixed under given conditions of flight.

Aircraft
Any machine that can derive support in the atmosphere from the reactions of the air, other
than the reactions of the air against the earth’s surface.

Air Operator Certificate (AOC)
A certificate authorizing an operator to carry out specified commercial air transport operations.

Alternate Aerodrome

An aerodrome to which an aircraft may proceed, when it becomes either impossible or
inadvisable to proceed to or to land at the aerodrome of intended landing. Alternate
aerodromes include the following:

Take-off Alternate
An alternate aerodrome at which an aircraft can land should this become necessary shortly
after take-off and it is not possible to use the aerodrome of departure.
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En-route Alternate
An aerodrome at which an aircraft would be able to land after experiencing an abnormal or
emergency condition while En route.

Destination Alternate
An alternate aerodrome to which an aircraft may proceed should it become either impossible
or inadvisable to land at the aerodrome of intended landing.

Note — The aerodrome from which a flight departs may also be an en-route or a destination
alternate aerodrome for that flight.

Cabin Attendant
A crewmember who performs in the interest of safety of passengers, duties assigned by the
operator or the pilot-in-command of the aircraft, but who shall not act as a flight crew member.

Commercial Air Transport Operation
An aircraft operation involving the transport of passengers, cargo or mail for remuneration or
hire.

Crew Member
A person assigned by an operator to carry out duties on an aircraft during flight.

Cruising Level
A level maintained during a significant portion of a flight.

Dangerous Goods
Acrticles or substances which are capable of posing significant risk to health, safety or property
when transported by air.

Note — Dangerous goods are classified in Annex 18, Chapter 3.

Decision Altitude (DA) or Decision Height (DH)
A specified altitude or height in the precision approach at which a missed approach must be
initiated if the required visual reference to continue the approach has not been established.

Note 1 — Decision altitude (DA) is referenced to mean sea level and decision height (DH) is
referenced to the threshold elevation.

Note 2 — The required visual reference means that section of the visual aids or of the approach
area which should have been in view for sufficient time for the pilot to, have made an
assessment of the aircraft position and rate of change of position, in relation to the desired
flight path. In Category, Il operations with a decision height the required visual reference is
that specified for the particular procedure and operation.
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Note 3 — For convenience where both expressions are used they, may be written in the from
“decision altitude/height” and abbreviated “DA/H”

Emergency Locator Transmitter (ELT)

A generic term describing equipment which broadcasts distinctive signals on designated
frequencies. Depending on application, may either sense a crash or operate automatically or
be manually activated. An ELT may be any of the following:

Automatic Fixed ELT (ELT (AF))
An ELT which is permanently attached to an aircraft.

Automatic Portable ELT (ELT (AP))
An ELT which is rigidly attached to an aircraft but readily removable from the aircraft after a
crash.

Automatically Deployable ELT (ELT (AD))
An ELT which is rigidly attached to aircraft and deployed automatically in response to a crash.
Manual deployment is also provided.

Survival ELT (ELT(S))
An ELT which is removable from an aircraft, stowed so as to facilitate its ready use in an
emergency and activated by survivors. Automatic activation may apply.

Flight Crew Member
A licensed crew member charged with duties essential to the operation of an aircraft during
flight time.

Flight Duty Period

The total time from the moment a flight crew member commences duty, immediately
subsequent to a rest period and prior to making a flight or a series of flights, to the moment
the flight crew member is relieved of all duties having completed such flight or series of flight.

Flight Manual

A manual associated with the certificate of airworthiness, containing limitations within which
the aircraft is to be considered airworthy, and instructions and information necessary to the
flight crew members for the safe operation of the aircraft.

Flight Plan
Specified information provided to air traffic services units, relative to an intended flight or
portion of a flight of an aircraft.

Flight Recorder
Any type of recorder installed in the aircraft for the purpose of complementing
accident/incident investigation.

Section: Definitions Page; xxxiv Date; 05 April 2018

SLCAP 4200 Operations Inspectors Hand Book 2" Edition Rev. No. 00




oy

CIVIL AVIATION AUTHORITY OF SRI LANKA

Flight Time
The total time from the moment an aircraft first moves under its own power for the purpose of
the taking off until the movement it comes to rest at the end of the flight.

Note — Flight time as here defined is synonymous with the term “block to block” time or
“chock to chock “ time in general usage which is measured from the time an aircraft moves
from the loading point until it stops at the unloading point.

General Aviation Operation
An aircraft operation other than a commercial air transport operation or an aerial work
operation.

Instrument Approach and Landing Operations
Instrument approach and landing operations using instrument approach procedures which are
classified as follows:

Non-precision Approach and Landing Operations
An instrument approach and landing which does not utilize electronic glide path guidance.

Precision Approach and Landing Operations
An instrument approach and landing using precision azimuth and glide path guidance with
minima as determined by the category of operation.

Categories of precision approach and landing operations-

Category | - (CAT I) Operation.

A precision instrument approach and landing with a decision height not lower than 60 m (200
ft), and with either a visibility not less than 800 m or a runway visual range not less than 550
m.

Category Il - (CAT I11) Operation
A precision instrument approach and landing with a decision height lower than 60 m (200 ft),
but not lower than 30m (100 ft), and a runway visual range not less than 350 m.

Category IHIA- (CAT I11A) Operation

A precision instrument approach and landing with:
@) A decision height lower than 30 m (100 ft) or
(b) A runway visual range not less than 200 m.

Category 111 B-(CAT I111B) Operation

A precision instrument approach and landing with:

@ A decision height lower than 15 m (50 ft) or no decision height; and
(b) A runway visual range less than 200 m but not less than 50 m.

Category 111 C - (CAT 1IIC)
Operation a precision instrument approach and landing with no decision height and no runway
visual range limitations.
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Note — Where decision height (DH) and runway visual range(RVR) fall into different
categories of operation, the instrument approach and landing operation would be conducted
in accordance with the requirements of the most demanding category(e.g. an operation with
a DH in the range of CAT II1A but with an RVR in the range of CAT 111B would be considered
a CAT I1IB operation or an operation with a DH in the range of CAT Il but with an RVR in
the range of CAT Il would be considered a CAT Il operation.

EFB
Electronic Flight Bag

Instrument meteorological conditions (IMC).
Meteorological conditions expressed in terms of visibility, distance from cloud, and ceiling *
less than the minima specified for visual meteorological conditions.

Note — The specified minima for visual meteorological conditions are contained in Chapter 4
of Annex 2.

Large Aeroplane
An aeroplane of a maximum certificated take-off mass of over 5 700 kg.

Master Minimum Equipment List (MMEL)

A list established for a particular aircraft type by the manufacturer with the approval of the
State of Manufacturer containing items, one or more of which is permitted to be unserviceable
at the commencement of a flight. The MMEL may be associated with special operating
conditions, limitations or procedures.

Maximum mass
Maximum certificated take-off mass.

Minimum Descent Attitude (MDA) or Minimum Descent Height (MDH)
A specified altitude or in a non-precision approach or circling approach below which descent
must not be made without the required visual reference.

Note 1 — Minimum descent altitude (MDA) is referenced to mean sea level and minimum
descent height (MDH) is referenced to the aerodrome elevation or to the threshold elevation
if that is more than 2 m (7 ft) below the aerodrome elevation. A minimum descent height for a
circling approach is referenced to the aerodrome elevation

Note 2 — The required visual reference means that section of the visual aids or of the approach
area which should have been in view for sufficient time for the pilot to have made an
assessment of the aircraft position and rate of change of position, in relation to the desired
flight path. In the case of a circling approach the required visual reference is the runway
environment.
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Note 3 — For convenience when both expressions are used they may be written in the form
“minimum descent altitude height” and abbreviated “MDA/H”.

Minimum Equipment Lists (MEL)

A list which provides for the operation of aircraft, subjected to specified conditions, with
particular equipment inoperative, prepared by an operator in conformity with, or more
restrictive than, the MMEL established for the aircraft type.

Night

The hours between the end of evening civil twilight and the beginning of morning civil twilight
or such other period between sunset and sunrise, as may be prescribed by the appropriate
authority.

Note — Civil twilight ends in the evening when the centre of the sun’s disc is 6 degrees below
the horizon and begins in the morning when the centre of the sun’s disc is 6 degrees below the
horizon.

Obstacle Clearance Altitude (OCA) or Obstacle Clearance Height (OCH)

The lowest altitude or the lowest height above the elevation of the relevant runway threshold
or the aerodrome elevation as applicable used in establishing compliance with appropriate
obstacle clearance criteria.

Note 1 — Obstacle clearance altitude is referenced to mean sea level and obstacle clearance
height is referenced to the threshold elevation or in the case of non-precision approaches to
the aerodrome elevation or the threshold elevation if that is more than 2 m (7 ft) below the
aerodrome elevation. An obstacle clearance height for a circling approach is referenced to
the aerodrome elevation.

Note 2 — For convenience when both expressions are used they may be written in the form
“obstacle clearance altitude height” and abbreviated “OCA/H”".

Operational Control
The exercise of authority over the initiation, continuation, diversion or termination of a flight
in the interest of the safety of the aircraft and the regularity and efficiency of the flight.

Operational Flight Plan

The operator’s plan for the safe conduct of the flight based on considerations of aeroplane
performance, other operating limitations and relevant expected conditions on the route to be
followed and at the aerodromes concerned.

Operations Manual
A manual containing procedures, instructions and guidance for use by operational personnel
in the execution of their duties.
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Operator
A person, organization or enterprise engaged in or offering to engage in an aircraft operation.

Pilot-in-Command
The pilot responsible for the operation and safety of the aircraft during flight time.

Pressure Altitude
An atmospheric pressure expressed in terms of altitude, which corresponds to that pressure in
the standard atmosphere **.

Required Navigation Performance (RNP)
A statement of the navigation performance accuracy necessary for operation within a defined
airspace.

Rest Period
Any period of time on the ground during which a flight crew member is relieved of all duties
by the operator.

RNP Type
A containment value expressed as a distance in nautical miles from the intended position
within which flight would be for at least 95 per cent of the total flying time.

Example — RNP 4 represents a navigation accuracy of plus or minus 7.4 km (4 NM) on a 95
per cent containment basis.

Runway Visual Range
The range over which the pilot of an aircraft on the centre line of a runway can see the runway
surface marking or the lights delineating the runway or identifying its centre line.

Small Aeroplane
An aeroplane of a maximum certificated take-off mass of5 700 kg or less.

State of Registry
The State on whole register the aircraft is entered.

Note — In the case of the registration of aircraft of an international operating agency on other
than a national basis, the States constituting the agency are jointly and severally bound to
assume the obligations which, under the Chicago Convention, attach to a State of Registry.
See the “Registration of Aircraft Operated by International Operating Agencies” (Doc 8722)

State of the Operator
The State in which the operator’s principal place of business is located or, if there is no such
place of business, the operator’s permanent residence.
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Synthetic Flight Trainer
Any one of the following three types of apparatus in which flight conditions are simulated on
the ground.

A Flight Simulator

An equipment that provides an accurate representation of the flight deck of a particular aircraft
type to the extent that the mechanical, electrical, electronic, aircraft systems control functions,
the normal environment of flight crew members, and the performance and flight characteristics
of that type of aircraft which are realistically simulated.

A Flight Procedure Trainer

Provides a realistic flight deck environment, and which simulates instrument responses, simple
control functions of mechanical, electrical, electronic, etc., aircraft systems, and the
performance and flight characteristics of aircraft of a particular class.

A Basic Instrument Fight Trainer
Is equipped with appropriate instruments, and which simulates the flight deck environment of
an aircraft in flight in instrument flight conditions.

Visual Meteorological Conditions (VMC)
Meteorological conditions expressed in terms of visibility, distance from cloud, and ceiling, *
equal to or better than specified minima.

Note — The specified minima are contained in Chapter 4 of Annex 2.
As defined Annex 2.
As defined Annex 8.
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Chapter 1 - THE OPERATIONS SECTION

11

111

1.1.2

1.2

121

1.2.2

INTRODUCTION

The Operations Division of the CAASL has been formed to perform safety oversight functions
of all Air Transport Operators in order to ensure safe and efficient commercial air transport
services in the country. This surveillance covers, not only airlines operating scheduled
services but also non-scheduled operators and General Aviation and includes both fixed wing
aircraft and helicopters. The division will be responsible to carry out Surveillance
Inspection of the system and Certification Checks of aircrew as a part of its regular
inspection programme. The personnel of this division are responsible for carrying out all of
the Safety Oversight Responsibilities assigned by the Convention of International Civil
Aviation and its Annexes except for those elements that pertain to determining whether or
not there is a need for a service and for determining financial viability of an operator or a
potential operator. The issuance of a license to an operator or a potential operator is the
prerogative of the Civil Aviation Authority Operations Section may provide information
concerning potential operator's technical capabilities if asked to do so.

In order to accomplish these tasks qualified Civil Aviation Inspectors as mentioned under
paragraph 1.3.2 will be appointed to the Operations Section of Civil Aviation Authority,
who will conduct surveillance, inspections and checks as per the policies and procedures laid
down by the DGCA.

STATUTORY AUTHORITY

The Operations Section is organized as a component part of the CAA. It is authorized by the
government of Sri Lanka and is charged by the Director General of Civil Aviation to carry
out required functions.

The activities of the Civil Aviation Inspectors of the Operations Section will be governed by
the following:-

a. Air Navigation Act, for exercising the duties and functions under the Air Navigation
Regulations (ANR) Standards and Procedures.

b. Gazette Notifications issued for pertinent aviation references.

C. Implementing Standards issued in compliance to ICAO Annexes. Aviation Safety
Notices, Directives and directions as applicable.

d. Flight Operations Inspector Manual and all other Material issued by CAASL

e. Other relevant circulars and instructions that may be issued by DGCA from time to
time.
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1.3.1 General

Staffing of the Operations Division with a sufficient number of suitable Civil Aviation
Inspectors experienced, qualified and capable of accomplishing the wide range
of activities covered in the Operations Inspector Hand Book is paramount
to the success of the Safety Oversight Programme  of the Civil  Aviation
Authority.

Operations Inspectors must not only have the knowledge, experience and
qualification to carry out their duties in a professionally sound manner, but also
possess personality to win the respect and confidence of the operators. This would
require a reasonable level of tact, understanding, firmness, impartiality, integrity and
exemplary personal conduct both in the air and on the ground. How well they do this
will be the real measure of their success as CAA Inspectors.

1.3.2 Strength of CAA Inspectors in the Operations Section

a.

The number of Inspectors required will be determined by the level of and the growth
of aviation in the country. A periodic review will take place from time to time as
required to determine whether or not there need to be a change in the number of
inspectors employed.

The following guidelines are considered to be the minimum number that is reasonable
to carry out tasks assigned.

One Flight Operations Inspector per approximately ten aircraft of a particular
type taking in to consideration the number of operators that are operating and the
complexity of the air operations as these would affect the workload.

Because of the diversity of aircraft operating in General Aviation, the ratio
mentioned in (a) above may not be feasible. In such cases, a ratio of one Flight
Operations Inspector for ten aircraft (by judiciously combining two or more types)
is considered suitable. Where qualified Inspectors are not available for a particular
type, any Flight Operations Inspector may carry out any required check from the
forward observer seat.

1.3.3 The following are the Civil Aviation Inspectors of the Operations Section:

—mSe o oooTw

Director — Aircraft Operations

Senior Civil Aviation Inspector (Aircraft Flight Operations)
Civil Aviation Inspector (Aircraft Flight Operations)

Senior Civil Aviation Inspector (Aircraft Cabin Safety)
Senior Civil Aviation Inspector (Aircraft Ground Operations)
Civil Aviation Inspector (Aircraft Ground Operations)

Civil Aviation Inspector (Aircraft Cabin Safety)

Civil Aviation Inspector (Aircraft Ground Operations)
Designated Flight Operations Inspectors

Designated Check Pilots
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1.3.4 THE INSPECTOR’S ROLE

1.3.4.1 1t is a common mistaken perception that an inspector is personally responsible for the safety
of the aviation community

1.3.4.2 1t is true that inspectors can have significant influence on aviation safety in the areas where
they are assigned if they stay within certain key parameters in their inspector’s role.

1.3.4.3 But the responsibility for aviation safety rests with the operators of the aircraft.

1.3.4.4 1t is the “certificate or licence holder” (Air Operator, Pilot, Engineer, Mechanic, Dispatcher,
and Cabin Crew Member) who must ensure that they are always in compliance with the
applicable regulations and relevant safety practices.

1.3.4.5 However the Inspectors does have a responsibility to ensure that the Air Operator and other
certificate holders meets the minimum safety regulations and standards prescribed before
issuing the certificate authorizing operations and the continuing validation of that certification.

1.3.4.6 All inspectors should be qualified to provide “auditor” and “administration” services on behalf
of the government regarding the certification and continued validation processes. These roles
are critical to the safety oversight system.

14 THE INSPECTORS’ PRIMARY FUNCTION

1.4.1 The primary function of an inspector as described by aviation experts is to—

14111 Audit the aviation community (individuals, organizations and aircraft) for
conformance with the laws and regulations applicable to aviation; and

14112 While doing that task, also audit for conformance to aviation industry relevant safety
practices; and

14.1.1.3 Make a technical decision; and
14114 Make a record of that audit and that decision.
14.1.15 in charge of resolution of non compliance of safety standards by certificate holders.

1.4.2 The Inspector Data Base (when developed) is designed to allow the inspector to make a record
of that audit and the decision through simplified web browser.
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143 DUTIES AND RESPONSIBILITIES OF THE EXECUTVE STAFF OF FLIGHT
OPERATIONS SECTION.

1.4.3.1 DIRECTOR AIRCRAFT OPERATIONS

a.

C.

Main Job Purpose:

To assist the Director-General of Civil Aviation (DGCA & CEO) to fulfil his
responsibilities for initial certification of aircraft operators in Sri Lanka,
continuing surveillance of such operators after certification and surveillance of
airlines operating into and out of Sri Lanka to ensure safe, secure, efficient, regular
and economical operation of air transport.

General Information:

This position requires local and overseas travel at short notice with extended
overnight stay and irregular working schedules, as the situation demands. Travel
may be in aircraft or by ground transportation over rough roads. An incumbent may
be exposed to aircraft noise, moving machinery, dust, high voltage -electricity,
and extreme weather conditions (approximately 50% of the work is out of doors).
Incumbents may have to walk for extended periods of time over moderately rough
terrain and/or on concrete or asphalt.

Nature and Scope of Duties;

To assist the Head of Division Flight Safety Flight Safety to perform his/her duties and
functions involved with aircraft operations, which includes but not limited to the
following.

. Periodic review of the primary and subsidiary legislation relating to
Civil Aviation and take appropriate action to ensure that legal provisions are

. Adequate to manage the duties, functions and tasks effectively.

. Ensure the standard provisions contained in the Annex- 6 "Aircraft
Operations” to the Convention on International Civil Aviation are given effect
to and effectively enforced in Sri Lanka.

. Ensure that the Awviation Industry is informed timely in terms of
Directives/Circulars and/or Aviation Safety Notices of all-important matters
relating to item (i) & (ii) mentioned above.

. If /when differences to ICAO Standards are required to be implemented in
Sri Lanka with regard to matters pertaining to ICAO Annex (6) and if the
matter comes under the preview of the Section, take action to notify ICAO with
the approval of DGCA (SL) (Article 38 of ICAO convention). Follow above
when differences already implemented is withdrawn.

. Ensure that information relating to implementation and withdrawal of
differences to ICAO Standards referred to above in Para (2) above are
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disseminated to ICAO and other relevant contracting States as specified in
Annex 15.

Ensure the required toolkits for efficient and effective monitoring of standards
of Operations Services such as Application Forms, Certification Forms,
Authorization sheets, Checklists; Survey Forms, Audit Forms etc. And
equipment (if any) are readily available at the Section. This should include
toolkits for efficient checking, surveying and/or auditing of Operations
Section and facilities and personnel engaged in training, training
curriculum procedures and methodology etc.

Initiate action on certification of applicants for Air Operator Certificates and
conduct continuous surveillance | monitoring of their activities after
certification, from the Operations point of view to maintain the required
standards.

Advise the Head of Flight Safety division with regard to required amendments
to the existing regulations or DGCA's published requirements in order to give
effect to the latest technological advancements or to accommodate revisions to
ICAO Annexes.

Prepare Training Plan and Training Programmes for the entire staff in the
Operations Section to enable them to perform the duties and functions that
they are

Entrusted and implement such programmes with the approval of DGCA / CEO.

Maintain Training Records in respect of each member of the Staff attached to
the Section.

Attend to the administration of the staff attached to the Section including
the Fight Operations Inspectors, Designated Flight Operations Inspectors
and examiners.

Prepare and implement the Flight Operations Inspection program as
per the guidelines given in the Operations Inspector Handbook.

Supervise the activities of the Flight Operations Inspectors and
Designated Flight Operations Inspectors

Ensure that inspections are carried out in accordance with the rules and
regulations and/or published procedures with due regard to transparency and
public acceptance

Conduct periodic Regulatory Operations Audits on all certified operators, as
outlined in the Audit Manual and take follow up measures.

Conduct inspections on Ground Handling Operations and ensure that the
service providers providing such services have adequate equipment,
facilities, and trained personnel, procedures for provision of such facilities
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and services, to conduct operations safely and efficiently without
compromising security aspects.

Participate in the inspection(s) as and when possible. xv111. Select and
appoint Designated Check Pilots as per the procedures outlined in the
Designated Check Pilot Manual.

Ensure all operators have adequate Safety Management System in place as
required by ICAO Standard.

Ensure proper maintenance of documents and records relating to safety
oversight activities.

Conduct Performance Evaluations on all staff attached to the Operations
Section.

Issue and update the Job Descriptions of all staff attached to the Section with
the approval of the DGCA/CEO.

Organize and update information in the CAA website pertaining to Operations
Section.

Ensure availability of written Office Procedures in respect of each activity
being performed in the Operations Section.

Maintain  statistics relating to all important duties, functions or activities
performed by the Operations Section.

Performance indicators for the work being performed in the Section.

Submit quarterly, bi-annual and annual reports to the Management concerning
the work progress of the Operations Section.

Prepare Annual Work Plan and Budget estimates for the Operations Section.

Be accountable to the DGCA & CEO with regard to control of operational
expenditure in the Section.

Review and update all Manuals, Written Procedures and Handbooks issued by
the Operations Section as and when required.

Ensure the Operations Section ofthe CAA is organized, staffed, equipped
and managed properly for the efficient and effective performance of the
assigned duties, functions and tasks.

Represent the Operations Section of the CAA at all internal or external meeting
and any other meetings as authorized by DGCA & CEO.

Maintain order & office discipline in the Operations Section.
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. Perform any other duties and functions as may be assigned by the DGCA &
CEO

1.4.3.2 SENIOR CIVIL AVIATION INSPECTOR (Aircraft Flight Operations)

a.

C.

Main Job Purpose

To perform duties and functions as required by DGCA toensure that Airlines
operated into/out of Sri Lanka and Airlines registered in Sri Lanka wherever
they may be are operated in compliance with the requirements stipulated by the
Director-General of Civil Aviation.

General Information

This position requires local and overseas travel at short notice with extended
overnight stay and irregular working schedules, as the situation demands. Travel
may be in aircraft or by ground transportation over rough roads. An incumbent may
be exposed to aircraft noise, moving machinery, dust, high voltage electricity,
dangerous goods, electromagnetic radiation and extreme weather conditions
(approximately 50% of the work is out of doors). Incumbents may have to walk
for extended periods of time over moderately rough terrain and/or on concrete
or asphalt.

Nature and Scope of Duties

To support the Director Aircraft Operations in charge of the Section to inspect,
survey and audit standards of Airlines to ensure that the stipulated regulatory and
operational requirements published by DGCA are complied. To ascertain the above,
the Senior Civil Aviation Inspector Aircraft Flight Operations shall perform the duties
and functions, which include, but not limited to the following.

. Maintain all required documents both print and electronic in the
Division consisting of registers, books, documents, manuals, ICAO
annexes and other material relevant to operations of aircraft and update
such, if and when relevant. Ensure that the Division's employees make
use of the facility to update their knowledge and understanding of
the subject for satisfactory performance of their assigned duties.

. Promptly notify the superior(s) about the occasions where local rules or
procedures need to be amended to secure compliance with ICAO standards
and take necessary follow up measures as instructed by the superior( s) for
same.

. Represent Director Aircraft Operations in charge of the Section at forums if
and when authorized.

. In the absence of Director Aircraft Operations perform his duties if and when
authorized. Properly use delegated powers on such occasions.
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Help the CAA in the development of draft Regulations, Rules,
Implementing Standards or Directives for establishment, operation and
surveillance, maintenance and certification of air operators in Sri Lanka.

Help the CAA for the development and update of an Air Operator Certification
Procedures Manual and Checklists for the guidance of the CAA staff and
applicants for Air Operator Certificates in close liaison with the other Sections
in the CAA.

Receiving, Recording, Reviewing and processing in liaison with other
concerned Sections in the CAA of formal applications for Air Operator
Certificates.

Support the Director in charge of the Section to process applications for issue
of Air Operator Certificate for operation of Air Services in Sri Lanka.

Support the Director in charge of the Section to renew, amend, suspend or
cancel Air Operator Certificates as the case may be.

Conducting surveillance over the Air Operator Certificate holders to
ensure continued compliance with the initial certification conditions and
requirements which includes but not limited to developing airline audits and
inspections. (Procedures in the Operations Inspector handbook, Designated
Check Pilot Manual and other CAA documents shall be complied with in
performing safety inspections, surveillance and audits).

Appointing and monitoring the competency of Designated Check
Pilots nominated by Airlines.

Carrying out aircraft En-route inspections, and simulator inspections/
evaluations.

Reviewing and granting approval for airline pilot training programmes
and monitoring Pilot Proficiency Checks.

Ensure presence of a Safety Management System in all certified airlines.
Perform duties relating to foreign air operator certifications.

Initial certification of applicants for self-handling or ground handling at
airports and continued surveillance of their activities to maintain the required

standards and efficiency, in liaison with Aerodrome Section.

Ensure, maintaining an effective Airline Safety Management system by
each air operator.

Prepare and submit flying and surveillance programmes to the Director
(Operations) about 10 days in advance of each month.
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. Submit reports about work performed in the previous month by the 10th of the
current month.

. Perform all initial certification and continued surveillance on operators
holding Air Operators Certificates issued by DGCA, in compliance with the
procedures stipulated in the Operations Inspector Handbook.

. Ensure that requirements in the Operations Inspector Handbook in respect of
certifications and surveillance of air operators are carried out.

. Identify training needs of staff under the supervision of the incumbent and
arrange for providing suitable training to such staff.

. Updating the information/ data in the CAA web site in relation to the work for
which the incumbent is responsible for.

. Maintain proper and updated statistics relating to inspection and surveillance
and activities performed by on yearly basis.

. Submit quarterly, bi-annual and annual reports containing the work
performed by the holder of the post.

. Providing on the job training to the staff that the CAA may place to understudy
the holder of the post

. Conduct performance evaluation of the staff being supervised as required and
performed other duties as assigned by the superiors.

1.4.3.3 CIVIL AVIATION INSPECTOR (Aircraft Flight Operations)

a.

b.

Main Job Purpose

To perform duties and functions as required by DGCA to ensure that Airlines
operated into and out of Sri Lanka and Airlines registered in Sri Lanka wherever
they may be are operated in compliance with the requirements stipulated by the
Director-General of Civil Aviation.

General Information

This position requires local and overseas travel at short notice with extended
overnight stay and irregular working schedules, as the situation demands. Travel
may be in aircraft or by ground transportation over rough roads. An incumbent may
be exposed to aircraft noise, moving machinery, dust, high voltage electricity,
dangerous  goods, electromagnetic radiation and extreme weather conditions
(approximately 50% of the work is out of doors). Incumbent may have to walk
for extended periods of time over moderately rough terrain and or on concrete or
asphalt.
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C. Nature and Scope of Duties

To support the Director - Aircraft Operations in charge of the Section to inspect, survey
and audit standards of Airlines to ensure that the stipulated regulatory and operational
requirements published by DGCA are complied. To ascertain the above, the Flight
Operations Inspector shall perform the duties and functions, which include, but not
limited to the following.

Maintain a required documents both print and electronic in the
Division consisting of registers, books, documents, manuals, ICAO
annexes and other material relevant to Operation of Aircraft and update
such, if and when relevant. Ensure that the Division's employees make
use of the facility to update their knowledge and understanding of the
subject for satisfactory performance of their assigned duties.

Promptly notify the superior(s) about the  occasions where local rules or
procedures need to be amended to secure compliance with ICAO standards
and take necessary follow up measures as instructed by the superior( s) for
same.

Represent Director Aircraft Operations in charge of the Section at forums if
and when authorised. In the absence of Senior Operation Inspector perform
his duties if and when authorised. Properly use delegated powers on such
occasions.

Help the CAA in the development of draft Regulations, Rules,
Implementing Standards or Directives for establishment, operation and
maintenance and certification of air operators in Sri Lanka.

Help the CAA for the development and update of an Air Operator Certification
Procedures Manual and Checklists for the guidance of the CAA staff and
applicants for Air Operator Certificates in close liaison with the other Sections
in the CAA.

Receiving, Recording, Reviewing and processing in liaison with other
concerned Sections in the CAA, formal applications for Air Operator
Certificates.

Support the Director Aircraft Operations in charge of the Section to process
applications for issue of Air Operator Certificate for operation of air services
in Sri Lanka.

Support the Director Aircraft Operations in charge of the Section to renew,
amend, suspend or cancel Air Operator Certificates as the case may be.

Conducting surveillance over the Air Operator Certificate holders to
ensure continued compliance with the initial certification conditions and
requirements which includes but not limited to developing airline audit and
inspections.
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Initial certification of applicants for self-handling or ground handling at
airports and continued surveillance of their activities to maintain the required
standards and efficiency, in liaison with Aerodromes Section.

Ensure, maintaining an effective Airline Safety Management System
by each air operator.

Prepare and submit flying and surveillance programmes to the
Director (Operations) about 10 days in advance of each month.

Submit reports about work performed in the previous month by the 10th of the
current month.

Perform all initial certification and continued surveillance on operators
holding Air Operators Certificates issued by DGCA, in compliance with the
procedures stipulated in the Operations Inspector Handbook.

Ensure that requirements in the Operations Inspector Handbook in respect of
certifications and surveillance of air operators are carried out.

Identify training needs of staff under the supervision of the incumbent and
arrange for providing suitable training to such staff

Updating the information/data in the CAA website in relation to the work for
which the incumbent is responsible for.

Maintain proper and updated statistics relating to inspections and surveillance
activities performed on yearly basis

Submit quarterly, biannual and annual reports containing the work
performed by the holder of the post.

Providing on-the-job training to the staff that the CAA may place to
understudy the holder of the post.

Conduct Performance Evaluations of the Staff being supervised, as required
and perform other duties as assigned by the superior(s).

1434 SENIOR CIVIL AVIATION INSPECTOR (Aircraft Cabin Safety)
a. Main Job Purpose:
To ensure that Cabin Safety Standards of commercial operators registered in
Sri Lanka satisfy the regularly and operational requirements stipulated by CAASL
and that Cabin Crew members employed by and serving airlines have satisfactorily
completed an approved course of training and have attained the required level of
competency to perform their assigned duties.
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b. General Information:

This position requires local
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may be exposed to aircraft noise,

and overseas travel at short notice with extended
overnight stay and irregular working schedules, as the situation demands. Travel
may be in aircraft or by ground transportation over rough roads. An incumbent
moving machinery, dust, high voltage
electricity, dangerous goods and extreme weather conditions (approximately 50%
of the work is out of doors). Incumbents may have to walk for extended periods

of time over moderately rough terrain and/or on concrete or asphalt.

C. Nature and Scope of Duties:

On behalf of Director — Aircraft Operations, conduct, inspections, survey and audit
Cabin Crew Safety standards of commercial operators,

ensuring such standards satisfy the regulatory and operational

following.

. Maintain a library in the Division consisting of Books, Documents,
ICAO annexes and other relevant material, to cabin crew services and safety

standards of commercial operators.

. Support Director Aircraft Operations to perform administrative and regulatory
functions in the Division, and to organize and manage the Operators Section
CAASL to maximize efficiency, effectiveness and productivity of the Division.

. Update and maintain records and statistics pertinent to cabin crew service
and safety matters. Methodically maintain logbooks, files, statistic sheets of
inspections, surveys and audits carried out, reports written, cabin crew

member  certificates issued, renewed and cancelled (withdrawn) in the

Division to ensure easy and quick access and reference of same.

. Identify training needs

for self and Division's employees under your
purview (if any) and with authorization from Air Operations make
arrangements for relevant training to be received for the purpose of developing
and maintaining the knowledge, understanding and skills necessary for

satisfactory performance of the assigned duties in the Division.

. Co-ordinate with ICAO, its regional offices and other relevant foreign
organizations and operators to share knowledge and understanding pertinent to
Cabin

. Crew Service and Safety standards in order to enhance the Cabin Crew Service

and Safety standards among commercial operators registered in Sri Lanka.

. Inspect, Survey and audit operators Cabin Safety Instructors and Assessors
to ensure the competency and subject Knowledge required with respect and
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requirements.

. Inspect, survey and audit operators Cabin Crew Training Organizations
to ensure the following satisfy the regulatory, operational and safety of ICAO
and CAASL requirements.

CIVIL AVIATION AUTHORITY OF SRI LANKA
satisfy the regulatory, operational and safety of ICAO and CAASL

0 Training Organizational Structure

0 Training Instructors, Examiners, Demonstrators on Theoretical,
Practical and on the job training

0 Training Curriculum criteria and objectives of Theoretical, Practical &
Obijectives

0 Training Methodology, equipment, aids and facilities

0 Standards and Objectivity checks,
(theoretical, practical and OJT)

. Inspect, survey and audit Cabin Crew Theoretical and Practical Safety
Training sessions to ensure that each individual Cabin Crew member receives

of Test, examinations and

in-depth knowledge, understanding and skills on;

0 In-flight hazards incidents contingencies from which safety of

passengers, crews and aircraft is jeopardized.

0 Types and number

0 Precautions to be taken when using safety equipment (before and after
use) and procedures to follow

0 Practical "hands on" training of each type of equipment and or

of safety equipmentincluding first aid kits
carried on board aircraft, the purpose, locations limitations and use

watch practical demonstrations of such equipment.

0 Handling of unruly passengers

0 Procedure to follow when
awareness of physiological phenomena accompanying
pressurization.

decompression occurs in aircraft and

0 Procedures to follow during pilot incapacitation.

. Inspect, survey and audit Cabin Safety Training sessions to ensure that
each crew member receives in-depth knowledge understanding and skills

to handle, situations of following unlawful interference.

0 Bomb Threat situations when aircraft is parked, taxing or in-flight.

0 In-flight search of sabotage devices using Aircraft Security Search
checklists and procedures to follow if and when suspect devices are
found or not found.
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0 Recommended procedures to follow in Hijack situations.
. Inspect, survey and/or audit, practical training sessions and

demonstrations of training Cabin Crew members on;

0 Land Emergency Evacuation in Forced and Crash Landing situations
including  use  of survival kits carried on board and relevant
techniques.

0 Ditching emergency Evacuation in forced and crash landing situations

including use of survival kits carried on board and relevant
survival techniques.

0 Emergency evacuation runway excursion situations
0 Emergency evacuation for bomb threat situations
. Inspect and monitor Cabin Crew Member training programs to ensure that

each cabin crew member gains comprehensive awareness, knowledge
and understanding of

0 Types of dangerous goods which may and not be carried in a passenger
cabin and has completed the dangerous goods training programs
required by annex 18.

0 Human performance as related to passenger cabin safety duties
including flight crew member co-ordination.

0 Other crew members' assignments and functions in the event
of an emergency so far as its necessary for fulfilment for cabin
crew members own duties.

. Carry out in flight observations instructions surveys and audits on a
periodic basis to ensure thatoperations cabin services are safely oriented
and satisfy the following requirements.

0 The stipulated minimum No. of safety and emergency and survival
equipment are available on board at appropriate places.

0 All safety and emergency and survival equipment carried on
board are serviceable and in a ready to be used condition.

0 The identification tags for each safety and emergency equipment are
placed in appropriate position for ease and correct identification of the
item and for the crew to gain easy access to each item.

0 If and when practicable and time permitting ensure by questioning
the members of the cabin crew their knowledge and understanding on
the concept of cabin safety are adequate and to a level acceptable
and stipulated by CAASL to serve as a member of the cabin crew.
Also check their awareness and knowledge on latest instructions,
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0 Check cabin

CIVIL AVIATION AUTHORITY OF SRI LANKA
notices and recommendations,(if any) issued by CAASL for betterment
of cabin safety.

crewmember

credentials

cabin crewmember serving the particular flight.

0 Check, to ensure that all cabin crewmembers serving the particular
flight are within the stipulated flight and duty time limitations

pertinent to cabin crew.

. Inspect survey and/or audit cabin crewmember rostering system and past
and current cabin crew rosters to ensure that operators rostering system

conforms to CAASL approved Duty and flight time limitations.

. Review reports, records and statistics maintained by operators with regard
to cabin safety incidents and also review action taken and the systems
developed and adopted by them to identify the hazards and to minimize and
eradicate the hazards to enhance cabin safety.

. Peruse occurrence reports pertinent to cabin safety of operators received at
Operations Division of CAASL, and issue recommendations and instructions
on operations to operators with the objective of eradicating hazards
minimizing incidents. Maintain records of such reports received, and

recommendations and instructions issued to operators.

. Review cabin crew safety standards of commercial operators in Sri Lanka for
the purpose of developing and standardizing regulations and for enhancement
of cabin safety standards and the required level of knowledge, understanding
and skills of the individual cabin crew member for satisfactory safety oriented

performance of cabin services

. Organize and conduct 'Safety Meetings' with Management of Cabin Crew
Services periodically to discuss Cabin Safety Programs and strategies to
develop safety culture in the organization for the purpose of enhancing

Cabin Safety.

. Review incident accident reporting system pertinent to Cabin Safety adopted
by operators to ensure the system functions in conformity with requirements
stipulated by CAASL. Encourage and advice operators to introduce a
Non-punitive. Guarantee for voluntary reporting of incidents & accidents.

. Process applications made by operators to the request
Crew Member Certificate.
. Ascertain the applicants concerned have satisfied the stipulated cabin safety

requirements and are eligible to obtain cabin crewmember certificate issued
by CAASL. Liaise with Personnel Licensing Division of CAASL and

recommend issuance and renewals of Cabin Crew Member Certificates.
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. Review/ peruse Cabin Crew Services Manuals and Cabin Safety Manuals,
including Training Curriculums submitted by operators to CAASL for the
purpose obtaining approval, and approve same if they satisfy standards
stipulated by CAASL and are in conformity with regulatory and
operational  requirements accepted by CAASL.

. Act in an advisory capacity to AD Operations and DGCASL on matters
concerning Cabin Safety of Commercial operators.
. Perform any other duty assigned by DGCA and/or Director Operations and
related duties of above.
1.4.35 CIVIL AVIATION INSPECTOR (Aircraft Cabin Safety)
a. Main Job Purpose:

To ensure that Cabin Safety Standards of commercial operators registered in
Sri Lanka satisfy the regularly and operational requirements stipulated by CAASL
and that Cabin Crew members employed by and serving airlines have satisfactorily
completed an approved course of training and have attained the required level of
competency to perform their assigned duties.

b. General Information:

This position requires local and overseas travel at short notice with extended
overnight stay and irregular working schedules, as the situation demands. Travel
may be in aircraft or by ground transportation over rough roads. An incumbent
may be exposed to aircraft noise, moving machinery, dust, high voltage
electricity, dangerous goods and extreme weather conditions (approximately 50%
of the work is out of doors). Incumbents may have to walk for extended periods
of time over moderately rough terrain and/or on concrete or asphalt.

C. Nature and Scope of Duties:

On behalf of Director — Aircraft Operations, conduct, inspections, survey and audit
Cabin Crew Safety standards of commercial operators, with the objective of
ensuring such standards satisfy the regulatory and operational requirements
stipulated by ICAO and CAASL. To achieve the said objective the Cabin Safety
Inspector shall perform the job functions which include, but not limited to the
following.

. Maintain a library in the Division consisting of Books, Documents, Manuals,
ICAO annexes and other relevant material, to cabin crew services and safety
standards of commercial operators.

. Support Director Aircraft Operations to perform administrative and regulatory
functions in the Division, and to organize and manage the Operators Section
CAASL to maximize efficiency, effectiveness and productivity of the Division.
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Update and maintain records and statistics pertinent to cabin crew service
and safety matters. Methodically maintain logbooks, files, statistic sheets of
inspections, surveys and audits carried out, reports written, cabin crew
member  certificates issued, renewed and cancelled (withdrawn) in the
Division to ensure easy and quick access and reference of same.

Identify training needs for self and Division's employees under your
purview (if any) and with authorization from Air Operations make
arrangements for relevant training to be received for the purpose of developing
and maintaining the knowledge, understanding and skills necessary for
satisfactory performance of the assigned duties in the Division.

Co-ordinate with ICAO, its regional offices and other relevant foreign
organizations and operators to share knowledge and understanding pertinent to
Cabin

Crew Service and Safety standards in order to enhance the Cabin Crew Service
and Safety standards among commercial operators registered in Sri Lanka.

Inspect, Survey and audit operators Cabin Safety Instructors and Assessors
to ensure the competency and subject Knowledge required with respect and
satisfy the regulatory, operational and safety of ICAO and CAASL
requirements.

Inspect, survey and audit operators Cabin Crew Training Organizations
to ensure the following satisfy the regulatory, operational and safety of ICAO
and CAASL requirements.

0 Training Organizational Structure

0 Training Instructors, Examiners, Demonstrators on Theoretical,
Practical and on the job training

0 Training Curriculum criteria and objectives of Theoretical, Practical &
Obijectives

0 Training Methodology, equipment, aids and facilities

0 Standards and Objectivity checks, of Test, examinations and

(theoretical, practical and OJT)

Inspect, survey and audit Cabin Crew Theoretical and Practical Safety
Training sessions to ensure that each individual Cabin Crew member receives
in-depth knowledge, understanding and skills on;

0 In-flight hazards incidents contingencies from which safety of
passengers, crews and aircraft is jeopardized.

0 Types and number of safety equipmentincluding first aid Kits
carried on board aircraft, the purpose, locations limitations and use

0 Precautions to be taken when using safety equipment (before and after
use) and procedures to follow
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0 Practical "hands on" training of each type of equipment and or

watch practical demonstrations of such equipment.

0 Handling of unruly passengers

0 Procedure to follow when
awareness of physiological phenomena accompanying
pressurization.

decompression occurs in aircraft and

0 Procedures to follow during pilot incapacitation.

. Inspect, survey and audit Cabin Safety Training sessions to ensure that
each crew member receives in-depth knowledge understanding and skills

to handle, situations of following unlawful interference.

0 Bomb Threat situations when aircraft is parked, taxing or in-flight.

0 In-flight search of sabotage devices using Aircraft Security Search
checklists and procedures to follow if and when suspect devices are
found or not found.

0 Recommended procedures to follow in Hijack situations.

. Inspect,  survey

and/or

audit,  practical

demonstrations of training Cabin Crew members on;

0 Land Emergency Evacuation in Forced and Crash Landing situations
including of survival kits carried on board and relevant
techniques.

0 Ditching emergency Evacuation in forced and crash landing situations
including use of survival carried on board and relevant
survival techniques.

0 Emergency evacuation runway excursion situations

0 Emergency evacuation for bomb threat situations

. Inspect and monitor Cabin Crew Member training programs to ensure that
each cabin crew member gains comprehensive awareness, knowledge
and understanding of

0 Types of dangerous goods which may and not be carried in a passenger

cabin and has completed the dangerous goods training programs

required by annex 18.

0 Human performance as related to passenger cabin safety duties

including flight crew member co-ordination.

0 Other crew members'

crew members own duties.

assignments
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. Carry out in flight observations instructions surveys and audits on a
periodic basis to ensure that operations cabin services are safely oriented
and satisfy the following requirements.

0 The stipulated minimum No. of safety and emergency and survival

CIVIL AVIATION AUTHORITY OF SRI LANKA

equipment are available on board at appropriate places.

0 All safety and

emergency and

survival equipment carried on

board are serviceable and in a ready to be used condition.

0 The identification tags for each safety and emergency equipment are
placed in appropriate position for ease and correct identification of the

item and for the crew to gain easy access to each item.

0 If and when practicable and time permitting ensure by questioning
the members of the cabin crew their knowledge and understanding on
the concept of cabin safety are adequate and to a level acceptable
and stipulated by CAASL to serve as a member of the cabin crew.
Also check their awareness and knowledge on latest instructions,
notices and recommendations,(if any) issued by CAASL for betterment
of cabin safety.

0 Check cabin

crewmember

credentials

cabin crewmember serving the particular flight.

0 Check, to ensure that all cabin crewmembers serving the particular
flight are within the stipulated flight and duty time limitations

pertinent to cabin crew.

. Inspect survey and/or audit cabin crewmember rostering system and past
and current cabin crew rosters to ensure that operators rostering system

conforms to CAASL approved Duty and flight time limitations.

. Review reports, records and statistics maintained by operators with regard
to cabin safety incidents and also review action taken and the systems
developed and adopted by them to identify the hazards and to minimize and
eradicate the hazards to enhance cabin safety.

. Peruse occurrence reports pertinent to cabin safety of operators received at
Operations Division of CAASL, and issue recommendations and instructions
on operations to operators with the objective of eradicating hazards
minimizing incidents. Maintain records of such reports received, and

recommendations and instructions issued to operators.

. Review cabin crew safety standards of commercial operators in Sri Lanka for
the purpose of developing and standardizing regulations and for enhancement
of cabin safety standards and the required level of knowledge, understanding
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1.4.3.6

a.

CIVIL AVIATION AUTHORITY OF SRI LANKA
and skills of the individual cabin crew member for satisfactory safety oriented
performance of cabin services

. Organize and conduct 'Safety Meetings' with Management of Cabin Crew
Services periodically to discuss Cabin Safety Programs and strategies to
develop safety culture in the organization for the purpose of enhancing
Cabin Safety.

. Review incident accident reporting system pertinent to Cabin Safety adopted
by operators to ensure the system functions in conformity with requirements
stipulated by CAASL. Encourage and advice operators to introduce a
Non-punitive. Guarantee for voluntary reporting of incidents & accidents.

. Process applications made by operators to the request for Cabin
Crew Member Certificate.

. Ascertain the applicants concerned have satisfied the stipulated cabin safety
requirements and are eligible to obtain cabin crewmember certificate issued
by CAASL. Liaise with Personnel Licensing Division of CAASL and
recommend issuance and renewals of Cabin Crew Member Certificates.

. Review/ peruse Cabin Crew Services Manuals and Cabin Safety Manuals,
including Training Curriculums submitted by operators to CAASL for the
purpose obtaining approval, and approve same if they satisfy standards
stipulated by CAASL and are in conformity with regulatory and
operational  requirements accepted by CAASL.

. Act in an advisory capacity to AD Operations and DGCASL on matters
concerning Cabin Safety of Commercial operators.

. Perform any other duty assigned by DGCA and/or Director Operations and
related duties of above.

SENIOR CIVIL AVIATION INSPECTOR (Aircraft Ground Operations)
Main Job Purpose:

To support the DGCA to carry out his/her job functions pertinent to certifications,
inspections,  monitoring, surveillance and auditing of aircraft operators and
prospective applicants for aircraft operations to ensure that all legal and safety
requirements for operation of flights including the practices and procedures
relevant to maintenance of flight crew proficiency are complied with.

b. General Information

This position requires local and overseas travel at short notice with extended
overnight stay and irregular working schedules, as the situation demands. Travel
may be in aircraft or by ground transportation over rough roads. An incumbent may
be exposed to aircraft noise, moving machinery, dust, high voltage electricity,
dangerous goods and extreme weather conditions (approximately 50% of the work is
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out of doors). Incumbents may have to walk for extended periods of time over
moderately rough terrain and/or on concrete or asphalt.

C. Nature and Scope of Duties

Support the Operations Inspector Aircraft Operations to perform duties and tasks
relevant to certification, inspections, monitoring, surveillance and auditing of job
functions performed by organizations/units/individuals with regard to operation of
flights excluding that performed by flight crews during flight time, which includes
but not limited to the following.

To inspect/monitor the theoretical and practical training programmes
of all operational personnel (except flight crews aircraft type courses)
concerning initial, recurrent, reactivation, revision and refreshes training to
ensure the organizations /units/ individuals responsible for provision of such
training adhere to the DGCA approved training syllabuses and conduct
training in conformity with the standards stipulated by DGCA for flight crews
to be recognized as competent to carry out their job functions pertinent to flight
operations.

Dangerous Goods Regulations

Aviation Security

Crew Resource Management

Safety and Emergency Procedures

Company Indoctrination

Air Law

Assist the Director Aircraft Operations in the conduct of initial certification
of continuing surveillance of aircraft  operators  throughout  the
established certification process.

Conduct of Operator's Station Facility Inspections.

Review of operator's training programmes and granting of approval.
Conduct of Ramp inspection of aircraft in Sri Lanka to ensure their compliance
with the approved regulations and procedures.

Assist the  Director Aircraft Operations to update CAA Manuals and
Handbooks on operations matters.

Inspect the Mandatory Occurrence Reporting (MOR) Systems adopted by
operators, to ascertain that operators satisfy DGCA requirements for
occurrence reporting.

Inspect flight crew rosters of Domestic and International Operators to
ensure the rostering of crews is carried out in accordance with DGCA
approved Flight and Duty Period (FOP) requirements. Carry out random
inspections on aircraft voyage reports to ensure the operators (crews) have
not deviated from stipulated FOP requirements.

Inspect the Aircraft Emergency Response plans and procedures adopted by
operators  to mitigate the effects of aircraft accidents/incidents. Observe
practice emergency exercises when conducted by operators to measure the
effectiveness of such plans.

Inspect plans practices and procedures adopted by operators for flight crews to
respond to unlawful interference to ensure they are effective, and meet DGCA
stipulated standards.
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. Prepare checklists, survey and audit forms relevant to Operations inspection of
operators are carried out by DGCA Operations Inspectors for reference
purposes. (Manual or electronics data base)

. Inspect certification applicants for handling and/or transport of dangerous
goods by air within, into, out of or over Sri Lanka and conduct frequent
surveillance to ensure their compliance with the DGCA requirements.

. Ensure that all CAASL Manual and publications relating to Flight
Operations are kept updated with all amendments.

. Providing on the job training to the staff that the CAA

. May place to understudy the holder of the post.

. Conduct Performance Evaluations of the officers being supervised, as required
by the CAA.

. Develop and update Office Procedures being performed or to be performed by
the incumbent.

. Maintain an updated record of statistics pertaining to all operational
inspections and findings on yearly basis.

. Updating the information/data in the CAA website in respect of the subject
matter that comes under the purview of the holder of the post.

. Preparing quarterly, bi-annual or annual reports containing the progress
made in respect of the work performed by the officer.

. Perform any other duty or function that may be assigned by the superiors.

1.4.3.7 CIVIL AVIATION INSPECTOR (Aircraft Ground Operations)

a. Main Job Purpose

To assist the Ground Operations Inspector to carry out his/her job functions
pertinent to certifications, inspections, monitoring, surveillance and auditing of
aircraft operators and prospective applicants for aircraft operations to ensure that all
legal and safety requirements for operation of flights including the practices and
procedures relevant to maintenance of flight crew proficiency are complied with.

b. General Information

This position requires local and overseas travel at short notice with extended
overnight stay and irregular working schedules, as the situation demands. Travel
may be in aircraft or by ground transportation over rough roads. An incumbent may
be exposed to aircraft noise, moving machinery, dust, high voltage electricity,
dangerous goods and extreme weather conditions (approximately 50% of the work is
out of doors). Incumbents may have to walk for extended periods of time over
moderately rough terrain and/or on concrete or asphalt.

C. Nature and Scope of Duties

Assist the Ground Operations Inspector to perform duties and tasks relevant to
certification, inspections, monitoring, surveillance and auditing of job functions
performed by organizations/units/individuals with regard to operation of flight
excluding that performed by flight crews during flight time, which includes but not
limited to the following.
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To inspect/monitor the theoretical and practical training programmes of all
operational personnel (except flight crews aircraft type courses) concerning
initial, recurrent, reactivation, revision and refreshes training to ensure the
organizations /units/ individuals responsible for provision of such training
adhere to the DGCA approved training syllabuses and conduct training in
conformity with the standards stipulated by DGCA for flight crews to be
recognized as competent to carry out their job functions pertinent to flight
operations.

a) Dangerous Goods Regulations

b) Aviation Security

c) Crew Resource Management

d) Safety and Emergency Procedures
e) Company Indoctrination

f) Air Law

9) ETOPS competency

h) Cross Crew Qualification

1) Mixed Fleet Flying
J) Aircraft/Airport competency

Inspect training files of all operational staff to ensure the training records
are methodically and accurately maintained so that their training
requirements can be identified correctly.

Inspectand monitor the theoretical and practical training programs of Flight
Operations Officers (Flight Dispatches) with regard to their initial and
recurrent training to ensure that they comply with DGCA requirements.
Inspect relevant documents manuals and other printed material, which
are required for the on-board libraries of all aircraft of all fleets are kept updated
by operators. Inspect system of updating of on-board library items.

Inspect the relevant documents, manuals and other publications required for
flight operations purpose are updated and maintained by the operators.

Inspect the Mandatory Occurrence Reporting (MOR) Systems adopted by
operators, to ascertain that operators satisfy DGCA requirements for
occurrence reporting.

Inspect operator’s fuel policies approved by DGCA and check aircraft fuel
sheet and other fuel uplift records and statistics maintained by operators to
ensure that operators have complied with policy requirements.

To ensure such practices and procedures are carried out in conformity with
stipulated DGCA requirements. Inspection of operational functions
performed at flight Control Centres facilities, and equipment used includes,
but not limited to the following.

a) Collection of data from relevant sources to prepare for pre-flight
briefing (request for computerized flight plans if relevant)

b) Actual pre-flight briefing of crew by flight dispatch

C) Flight Monitoring

d) Crew Scheduling

e) Accuracy and reliability of equipment used to facilitate an efficient
flight control service
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Collection of data from relevant sources to prepare for pre-flight briefing
(request for computerized flight plans if relevant)

a) Actual pre-flight briefing of crew by flight dispatchers

b) Flight Monitoring

C) Crew Scheduling

d) Accuracy and reliability of equipment used to facilitate an efficient
flight control service.

Inspect the Aircraft Emergency Response plans and procedures adopted by

operators to mitigate the effects of aircraft accidents/incidents. Observe

practice emergency exercises when conducted by operators to measure the

effectiveness of such plans.

Inspect plans practices and procedures adopted by operators for flight crews to

respond to unlawful interference to ensure they are effective, and meet DGCA

stipulated standards.

Prepare checklists, survey and audit forms relevant to Operations inspection of

operators are carried out by DGCA Operations Inspectors for reference

purposes. (Manual or electronics data base)

Inspect for initial certification applicants for all matters involved with handling

and/or transport of dangerous goods by air within, into, out of or over Sri Lanka

and conduct frequent surveillance to ensure their compliance with the DGCA

requirements.

Ensure that all CAASL Manuals and publications relating to Flight Operations

are kept updated with all amendments.

Inspect flight Operations activities in general, excluding functions performed

by pilots during flight time to ensure that operators comply with stipulated

DGCA regulatory requirements and to ensure that flight operations

organizations | departments | sections I units perform their functions in a

methodical manner for flight operations to be efficient and safe.

Providing on the job training to the staff that the CAA

May place to understudy the holder of the post.

Prepare and update office procedures in respect of each task being performed

or to be performed by the incumbent.

Maintain an updated record of statistics pertaining to all operational

inspections and findings on yearly basis.

Perform any other duty or function that may be assigned by the superiors.

1.4.3.8 DESIGNATED FLIGHT OPERATIONS INSPECTOR
a. Main Job Purpose
To perform duties and functions as required by DGCA to ensure that Airlines
operated into and out of Sri Lanka and Airlines registered in Sri Lanka wherever
they may be are operated in compliance with the requirements stipulated by the
Director-General of Civil Aviation.
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General Information

This position requires local and overseas travel at short notice with extended

overnight stay and irregular working schedules, as the situation demands. Travel

may be in aircraft or by ground transportation over rough roads. An incumbent may
be exposed to aircraft noise, moving machinery, dust, high voltage electricity,
dangerous goods, electromagnetic radiation and extreme weather conditions

(approximately 50% of the work is out of doors). Incumbent may have to walk

for extended periods of time over moderately rough terrain and or on concrete or

asphalt.
C. Nature and Scope of Duties

To support the Director - Aircraft Operations in charge of the Section to inspect, survey

and audit standards of Airlines to ensure that the stipulated regulatory and operational

requirements published by DGCA are complied. To ascertain the above, the

Designated Flight Operations Inspector shall perform the duties and functions, which

include, but not limited to the following.

. Promptly notify the superior(s) about the  occasions where local rules or
procedures need to be amended to secure compliance with ICAO standards
and take necessary follow up measures as instructed by the superior( s) for
same.

. Represent Director Aircraft Operations in charge of the Section at forums if
and when authorised.

. Help the CAA for the development and update of an Air Operator Certification
Procedures Manual and Checklists for the guidance of the CAA staff and
applicants for Air Operator Certificates in close liaison with the other Sections
in the CAA.

. Conducting surveillance over the Air Operator Certificate holders to
ensure continued compliance with the initial certification conditions and
requirements which includes but not limited to developing airline audit and
inspections.

. Initial certification of applicants for self-handling or ground handling at
airports and continued surveillance of their activities to maintain the required
standards and efficiency, in liaison with Aerodromes Section.

. Ensure, maintaining an effective Airline Safety Management System
by each air operator.

. Submit reports about work performed in the previous month by the 10th of the
current month.

. Perform continued surveillance on operators holding Air Operators Certificates
issued by DGCA, in compliance with the procedures stipulated in the
Operations Inspector Handbook.
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. Ensure that requirements in the Operations Inspector Handbook in respect of
certifications and surveillance of air operators are carried out.

. Providing on-the-job training to the staff that the CAA may place to understudy
the holder of the post.

1.44 GENERAL

1.441DUTIES OF THE CIVIL AVIATION INSPECTORS OF THE OPERATIONS
DIVISION

The duties and responsibilities of the CAA Inspectors are laid down in the Operations Inspector Hand
Book Volume 2 Section 1, 2 and are divided in to initial certification of air operators, air operator
administration and surveillance of certificated operators. These inspections cover both ground and in-
flight inspections. The in-flight inspections cover checks from the observer seats as laid down in the
Hand Book.

1.4.4.2 CAA INSPECTORS IN OPERATIONS DIVISION ARE TO ENSURE THAT:

a. Proper analytical reports are submitted promptly to the Director Aircraft Operations
on their inspections.

b. Flying and surveillance programmes are submitted about 10 days in advance of each
month.

C. Monthly reports are submitted by the 10th of each month.

d. For important occurrences requiring immediate action, a report is submitted
immediately.

e. Reports on initial flight trials, such as proving or inaugural flights of operators and

comments on Weather Minima are given promptly.

f. Tasks assigned by other divisions are responded to promptly. Reports may be
submitted through the Director (Operations) Divisions

g. All orders/notices. Circulars issued by the Director Aircraft Operations are adhered to
and responded to promptly where necessary.
h. Use their initiative to pursue any matter that needs to be attended to by the DGCA

in the interest of air safety, morale and efficiency of the system.

I Ensure that the confidentiality of mattes dealing with the reputation of individuals is
always maintained.

J. Maintain a constant dialogue with operators and officials in the aviation industry on
professional matters in order to keep up to date with latest developments.
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1.5 STANDARD TERMS FOR ACTION INSPECTOR ENTRY

1.5.1 The purpose of this section is to discuss the general policies that determine the types of GID
entries that will be made by technical inspectors.

1.5.2 The guidance in this chapter applies to all selections of Action numbers.
1.5.3 STANDARDIZED USE OF TERMS

1.5.3.1 The following terms and their application are defined in this section and should be applied to
all inspector activities—

15311 Conformance
153.1.2 Evaluation
15.3.1.3 Inspection
15314 Investigation
1.5.3.15 Certification

1.5.3.1.6 Safety Issue

1.5.4 AUDIT FOR CONFORMANCE.

Conformance is defined as “an action taken by an inspector that COMPARES the manual,
procedures, programme, system, aircraft or an individual’s performance TO THE
ESTABLISHED STANDARD.”

15411 Conformance Example 1: Comparing a pilot’s performance for conformance to the
minimum established standards for the issuance of the licence.

154.1.2 Conformance Example 2: Comparing the contents of the aircraft technical log for
conformance with the ANR mandated minimum contents for such a log.

154.1.3 Conformance Example 3: Comparing the contents of an aircraft Minimum Equipment
List for conformance with the minimum required contents of the Minimum Equipment List.

13414 Conformance Example 4: Comparing the contents of the aircraft maintenance
programme (schedule) for conformance with the manufacturer’s MRB document.

154.15 Conformance Example 5: Walking across the ramp where servicing, fuelling and
loading activities are occurring and mentally comparing for conformance with the published
standards.

154.16 Conformance Example 6: Seeing maintenance being performed on the ramp and
stopping to compare the work methodology for conformance with the published standards.

Chapter 1 — The Operations Section Page; 1- 27 Date; 05 April 2018
SLCAP 4200 Operations Inspectors Hand Book 2" Edition Rev. No. 00




< ©) =

CIVIL AVIATION AUTHORITY OF SRI LANKA

1.54.1.7 Conformance Example 7: Listening to conversations at a party about someone’s flying
exploits and mentally comparing them for conformance to the published regulations.

1.5.5 PRIMARY INSPECTOR AUDITING CATEGORIES

1.5.5.1 There are 3 primary categories that can be used to describe the auditing functions performed
by an inspector:

15511 Evaluations;
155.1.2 Inspections; and
155.1.3 Investigations

1.5.5.2 The GID is set up to record the results and technical decision of the inspector depending on
the audit category. (Subsequent examples will illustrate this function.)

1.5.6 EVALUATIONS

1.5.6.1 The term, evaluation, is used to describe an inspector action taken before the document,
procedure, system, aircraft or airmen are approved for use in aviation operations.

156.1.1 Evaluation Example 1: Auditing a proposed aircraft operating checklist before
approving it for use by an air carrier for the conduct of flight operations.

156.1.2 Evaluation Example 2: Auditing a proposed maintenance programme (schedule)
before approving it as the air carrier timetable for completing maintenance checks.

1.56.1.3 Evaluation Example 3: Auditing a proposed aircraft operations manual before
authorizing it for use by the air carrier’s flight crew members.

156.1.4 Evaluation Example 4: Auditing the performance of a pilot during a flight check before
issuance of the licence or rating.

15.6.1.5 Evaluation Example 5: Auditing the aircraft to determine that it meets the minimum
requirements for flight operations in the category of the airworthiness certificate to be issued.

1.5.7 INSPECTIONS
1.5.7.1 The term, inspection, is used to describe a specific inspector action when evaluating a
document, record, procedure, individual or system that is currently approved for use in

aviation.

15711 Inspection Example 1: Auditing an aircraft operating checklist currently being used by
an air carrier for the conduct of flight operations.

15.7.1.2 Inspection Example 2: Auditing a maintenance programme (schedule) currently being
used by an air carrier for maintaining an aircraft.

15.7.1.3 Inspection Example 3: Auditing an aircraft operations manual currently being used by
the air carrier’s flight crew members.
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157.14 Inspection Example 4: Auditing the performance of a licensed pilot during a re-
examination flight check after an accident.

15.7.15 Inspection Example 5: Auditing the aircraft after a flight operation to determine if it
met the minimum requirements for flight operations for that flight operation.

1.5.7.1.6 Inspection Example 6: Auditing the crew’s performance on a revenue flight to
determine that they are conforming to the air carrier’s procedures.

1.5.8 INVESTIGATIONS

1.5.8.1 The term, investigation, is used to describe the overall process of inspector actions when
following up on a reported complaint, incident, and accident or enforcement case.

1.5.8.2 Depending on its complexity, an investigation may include both evaluations and inspections.
1.5.8.3 An investigation usually involves a series of activities conducted over a period of time.
1.5.9 CERTIFICATION

1.5.9.1 The term, certification, is used to describe the overall process of inspector actions to approve,
licence, or certificate an individual, document, procedure, record or organization.

1.5.9.2 Depending on its complexity, a certification may include both evaluations and inspections.

15921 For example, a certification for an original air operator certificate will include a
complex series of evaluations to approve the documentation and other arrangements, followed
by a battery of inspections before the AOC holder is approved for operations in aviation.

1.5.9.2.2.But the “certification” actions associated with a single revision of a Minimum Equipment
List will probably consist only of evaluations conducted by each of the inspector technical
specialties prior to approval for use in aviation.

1.5.9.3 A certification usually involves a series of activities conducted over a period of time.

1.5.10 SAFETY ISSUE

1.5.10.1 The term, safety issue, is used to describe a finding or observation made by an inspector
as a result of almost any activity (except “evaluation”). Safety issues can result from

inspections, investigations, and other contact with the aviation public.

1.5.10.2 But safety issues are not generally associated with evaluations or certifications
accomplished by the technical inspector.

15.10.3 Examples of safety issues primarily focus on the technical inspector’s assessment that
an individual or organization has failed, either inadvertently or by decision, to—

1.5.103.1 Conform to aviation law, regulations and directives issued by Sri Lanka;
1.5.10.3.2 Conform to relevant industry safety practices; or
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1.5.10.3.3 Maintain the required fitness to hold a certificate or licence.

1.5.10.4 The CAASL-FS will then pursue resolution of those identified safety issues. The
priority of that resolution process will be directly associated with the assessed impact to public
safety.

1.6 AUDITING STANDARDS

1.6.1 The concept of auditing is based on the establishment of specific standards as the basis for
making an objective evaluation.

1.6.1.1 The primary standards that will be applied are the current aviation regulations, mandatory
technical guidance and other relevant industry-wide and regional safety standards.

1.6.1.2 These regulations and other relevant standards are derived from the ICAO Convention, ICAO
Annexes and regional agreements.

1.6.1.3 As a signatory State, Sri Lanka has agreed by treaty that those minimum safety standards will
be required.

1.6.2 To implement this, Sri Lanka has published or adopted regulations and guidance that is
applicable to the aviation community.

1.6.2.1 The aircraft manufacturers’ also publish relevant technical standards and practices in the
development of the type certification and maintenance documents during the original
certification of the aircraft.

1.6.2.2 In addition, there are regional documents published by organizations outlining the safety
standards to be applied during flight in those regions.

1.6.2.3 These constitute the standards that will be audited by the inspectors on behalf of the CAASL-
FS.

1.6.3 APPLICABLE AUDITING STANDARDS

1.6.3.1 The required credibility of a safety inspector’s audit findings is directly related to the basis for
making such a finding.

16.3.11 Inspectors should avoid expressing personal opinions to members of the aviation
community.
1.6.3.1.2 This is especially true when the inspector is not sure of the proper answer.

1.6.3.2 The basis for making a decision, which will require resolution action by a member of the
aviation community, should be, limited to law, regulations, mandatory technical guidance, and
relevant safety practices.

1.6.3.3 This is applicable to all certification evaluations and later inspections and surveillance. The
following sources may be used as a basis for evaluation decisions and discussions—
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1.6.3.3.1 Law. For inspector auditing purposes, applicable Sri Lanka law may be used and
includes treaties and other regional agreements to which Sri Lanka is a Signatory State. The

specific law and applicable section should be cited when issuing a written evaluation decision.

1.6.3.3.2 Safety Regulations. For inspector auditing purposes, applicable Sri Lanka regulations
may be used. The specific regulation and applicable section/subsection should be cited when
issuing a written evaluation decision.

1.6.3.3.3 Mandatory Technical Information. For inspector auditing purposes, technical
information published by the CAASL-FS, FAA, aircraft manufacturer or ICAO State of
Design may be used. The specific source and applicable page/paragraph should be cited when
issuing a written evaluation decision.

1.6.3.34 Relevant Safety Practices. For inspector auditing purposes, relevant safety practices
that are published by the CAASL-FS, FAA, EASA, ICAO and aircraft manufacturer may be
used. The specific source and applicable page/paragraph should be cited when issuing a
written evaluation decision.

1.6.3.4 INFORMAL DISCUSSIONS

1.6.34.1 The previous guidance is also applicable to informal discussions from the standpoint
that inspectors should confine their evaluation discussions and decisions to known actual
requirements.

1.6.3.4.2 Inspectors are not expected to memorize the exact source locations of regulatory
requirements.

1.6.34.3 It is possible that an inspector may make a mistake as to a specific requirement or
source document in an informal discussion. If this does happen, the inspector now has an
obligation to provide the person with the correct information.

1.6.3.5 INSPECTOR RECOMMENDATIONS

1.6.35.1 It is true that an inspector that has creditability with the aviation community can make
recommendations that are readily accepted.

. But the acceptability of an individual inspector’s recommendations should not be the
basis for any evaluation decision.

. If the inspector believes that a specific safety requirement should be published by the
CAASL, that individual should submit his or her recommendation, including the
proposed terminology, to the CAASL-FS Director for consideration.

1.6.3.5.2 Inspector recommendations should be based on the applicable published auditing
standards.
. The inspector is cautioned to refrain from making recommendations based solely on

personal opinion or past experience.
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. The members of the aviation community will not be expected to make changes to their
practices based on inspector personal opinions.

1.7  AUDITING ROLE IS PRIMARY ROLE

1.7.1 The auditor role is the foundation for all other inspector activities. The most valuable service
that the inspector provides is an auditor’s perspective on the aviation community’s
conformance with the applicable regulations and standards that are the CAASL’s safety
responsibilities.

1.7.2 A CAASL-FS inspector is expected to be in a continuous mode of an “auditor” on behalf of
these safety responsibilities.

1.7.3 This is obviously the case when the inspector is engaged in job tasks such as observing
training, conducting inspections of facilities, records or aviation personnel, or reviewing
manuals or other documents for certification.

1.74 THE AUDITOR IS FACT-FINDER

1.7.4.1 As auditors, CAASL-FS inspectors should be continuously comparing the actual manuals,
systems, procedures, personnel performance and events to the aviation laws, regulations and
technical standards.

1.7.4.2 Auditors are “fact-finders.” They gather and record facts regarding the systems, procedures
and personnel they audit — for later action.

a. In most situations, the CAASL-FS inspectors are not expected to take immediate
action.

b. They are to record the facts and provide them to CAASL management, with
recommendations for necessary resolution.

1.7.4.3 As fact-finders, the CAASL-FS inspectors are expected to conduct themselves in a low-key,
but fully authorized, manner.

1.7.4.4 1t is not necessary to spend any time explaining, justifying or arguing points with the aviation

community.

a. The primary job is evaluating the facts as compared to the legislative reference
standards.

b. Then making a record of the auditing events: observations, inspections, evaluations,

approvals, disapprovals, safety issue findings and resolution of those safety issues.
1.7.5 AUDITING ROLE APPLICABLE AT ALL TIMES

1.7.5.1 What is not quite as obvious is that this auditor role applies at any time that the inspector is
associated with or comes into contact with the aviation community, whether travelling on
holiday or even in personal associations or encounters with personnel from the aviation
community.
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1.7.5.2 That is why there is the concern regarding “conflict of interest,” with the emphasis that the
inspector (auditor) should avoid compromising his or her ability to objectively perform the
assigned inspecting (auditing) function on behalf of the CAASL and the travelling public.

a. The inspector should avoid situations and relationships, both on and off duty, which
may compromise his objectivity in CAASL-FS auditing situations.

b. Gifts, meals or favours from the aviation community should not be accepted.
Unofficial “meetings” away from work without another CAASL-FS inspector present
are highly suspect, and should be avoided.

C. The inspector should notify his supervisor when such an event occurs on an unplanned
basis.
d. The CAASL-FS inspector should not participate in inspections, evaluations and

investigations involving their social friends.

e. It is the inspector’s duty to advise his supervisor in writing of the relationship and
request to be excused from the particular event(s).

1.76 PARTY TO NON-CONFORMANCE

1.7.6.1 This is not to infer that the CAASL-FS inspector is to say nothing when they observe non-
conformance with the legislation standards.

a. It is a requirement that, as soon as an inspector recognizes that an aviation operator or
its personnel are about to get into a situation that may result in non-conformance with
the standards, the inspector must tell the individuals that they may be in a non-
conformance situation — paraphrasing the applicable legislation.

b. If this is not done, the inspector has become “party” to the non-conformance.

1.7.6.2 Failure to provide this inspector input complicates, or even invalidates subsequent resolution
of the safety issues.

a. It is not acceptable for an inspector to knowingly fail to advise the operator or its
individuals when it appears that non-conformance is about to occur or is occurring.

b. On the other hand, the inspector as an auditor has then accomplished his duty. The
inspector should not allow himself to be drawn into further explanations or
argumentative situations.

C. Should the operator or individuals continue in the non-conformance situation, it is not
necessary for the inspector to re-emphasize the point.

1.7.7 IMMEDIATE SAFETY OF FLIGHT ISSUES

1.7.7.1 The only time the inspector has an obligation to insist on corrective action is in a situation
involving immediate safety of flight.
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1.8 OFFICIAL RECORDS

1.8.1 The General Inspection Database file is the “official” record that an inspector accomplished a
function and the results of those functions.

1.8.2 The General Inspection Database -Safety Issue file is the “official” record of resolution of a
safety issue.

1.8.3 “Official” records of approval or acceptance by the CAASL-FS are—
a. Hard copy of a Letter of Approval
b. Hard copy of a Letter of Authorization
C. Hard copy of Operations Specifications
1.9 INSPECTOR CHECKLISTS
1.9.1 USE OF CHECKLISTS
1.9.1.1 Checkilists are provided in this manual for the purpose of training and standardization.

1.9.1.2 These checklists may be used by inspectors—

a. For the systematic accomplishment of evaluation or inspection of a process, procedure
or programme;

b. To convey the extent of their evaluation or inspection to a certification or inspection
project coordinator who is responsibility for the larger project;

C. May be retained as an item of proof to an investigation report; and

d. As a part of an inspector’s informal report to management for the completion of a

certification project.
1.9.1.3 These checklists may be used by supervisors to—
a. Evaluate the completeness of the an inspector’s evaluation or inspection; and
b. May be retained as a supervisor’s item of proof for a personnel performance record.
1.9.2 NOT THE OFFICIAL RECORD
1.9.2.1 But these checklists, whether partially or completed, are to be retained as official records of
evaluations and inspections that have been conducted.

a. Each CAASL employee is responsible for entry of the official record in to the General
Inspection database on an on-going basis.
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1.9.3 CHECKLIST INFORMATION HEADER

1.9.3.1 The header to the checklist provides the ability to collect information that will be useful to the
inspector for completion of the subsequent official GID Action record of the function
accomplished.

194 COMPLETION OF CHECKLISTS

1.9.4.1 The completion instructions for those checklists that are constructed with the following header
are—

a. Check S (SATISFACTORY) column if you reviewed the record, procedure or event
and have no comment.

b. Check U (UNSATISFACTORY) column if you reviewed the record, procedure or
event and have a comment.

C. Check NS (not seen) column if you did not review the record, procedure or event or
you do have adequate information to make a valid comment

d. Check NA (not applicable) column, if the line item is not required in this particular
situation.

e. Make notes regarding an UNSATISFACTORY answer for resolution.

Date Registration
Inspector AC MMS
Location Crew #
Organization Rep Name
f. For later reference, precede any notes with the appropriate question number

1.10 GENERIC CERTIFICATION PROCESS
1.10.1 GENERIC PROCESS

1.10.1.1 The general process of approval or acceptance of certain operations, programmes,
documents, procedures, methods, or systems is an orderly method used by the CAASL-FS to
ensure that such items meet regulatory standards and provide for safe operating practices.

110.1.2 It is a modular, generic process that can be applied to many types of approval or
acceptance tasks.

110.1.3 The process consists of five distinct yet related phases and can result in approving or
not approving, accepting or not accepting an operator's proposal.

1.10.1.4 It is important for an inspector to understand that the process described in this section
is not all inclusive, but rather a tool to be used with good judgment in conducting day-
to-day duties and responsibilities.
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1.10.2 UNDERSTANDING THE PROCESS

1.10.2.1 This section provides aid in understanding and applying this process. It is essential to
understand that this process may result in a decision to not approve or not accept an operator's
proposal. The process described is used to assist in making either positive or negative
determinations.

1.10.2.2 This general process applies to many tasks described throughout the handbook. Each
chapter section describing an approval or acceptance task supplements the general process by
outlining specific requirements for each phase.

1.10.3 PHASE ONE - PRE-APPLICATION

1.10.3.1 The first phase starts when an operator, a person, an aviation interest group, or the
CAASL-FS inquiries about or states a need for a change in some aspect of an aviation activity.
Phase one is initiated by the following two possible actions:

1.10.3.2 Applicant Initiation

a. A person or operator conveys to the CAASL-FS a need that is related to its operation.
This "need" may be a requirement for CAASL-FS approval or acceptance. For
example, an operator may need, want, or be required to have a minimum equipment
list (MEL) change. The operator initiates the process by inquiring about the correct
procedures to receive approval from the CAASL-FS for the change.

b. During initial inquiries, it is important for the CAASL-FS and the operator to become
familiar with the subject matter. If, for example, an operator requests an operational
approval, the inspector must take the following actions—

. Become thoroughly familiar with existing CAASL policy and approval
requirements

. Become familiar with the appropriate technical material

. Accurately assess the character and scope of the proposal

. Determine if a demonstration is required

. Determine the need for any coordination requirements

. Ensure that the operator has a clear under-standing of the minimum
requirements that constitute an acceptable submission

. Determine the date the operator intends to implement the proposal

1.10.3.3 CAASL-FS Initiation
a. Phase one may also begin when the CAASL-FS conveys to the operator or person a

requirement related to its operation which must be approved or accepted.

. For example, a principal inspector may require an operator to publish, in the
approved company aircraft operating manual, information on low speed buffet.

b. The operator must research and understand that subject area before submitting a
proposal to the CAASL-FS for evaluation.
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The principal inspector should act in an advisory capacity to the operator during the
preparation of the submission. Such advice may include the following

. The necessity for a deviation, authorization, waiver, or exemption
. The necessity for required demonstrations

. Clarification of ANR requirements or advisory information

. Sources of specific technical information

. Acceptable standards for submission

Operator Responsibility

The common element, regardless of whether an action is initiated by an operator or the
CAASL-FS, is the effort expended by the operator.

CAASL-FS/Applicant Communication

In phase one, the inspector must ensure that the operator clearly understands the form,
content, and documents required for the submission to be acceptable to the CAASL-
FS.

The operator must be informed of the need and benefits of submitting required
documents as early as possible and of its responsibility to advise the CAASL-FS, in a
timely manner, of any significant changes in the proposal.

Phase One Summary. Phase one of the process is illustrated as follows—
Operator makes inquiry or request to CAASL-FS; or

CAASL-FS requires operator to take an action;

CAASL-FS and operator develop understanding of subject area;

Operator understands form, content, and documents required for acceptable
submission.

1.10.4 PHASE TWO - INITIAL APPLICATION REVIEW

1.104.1

Operator’s Proposal

Phase two begins when the operator formally submits a proposal for CAASL-FS
evaluation. The request may be submitted in a variety of ways.

The inspector's first action, in phase two, is to review the operator's submission to
ensure that the proposal is clearly defined, and the documentation specified in phase
one has been provided. The required information must be complete and detailed
enough to permit a thorough evaluation of the operator's capability and competence to
fully satisfy the applicable regulations, national policy, and safe operating practices.
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Proposal Reviewed by CAASL-FS for Completeness

Phase two does not include a detailed operational and technical evaluation or analysis
of the submitted information (see phase three). However, in phase two the submission
must be examined in sufficient detail to assess the completeness of the required
information.

If the operator's submission is not complete or the quality is obviously unacceptable,
it must be returned immediately with an explanation of the deficiencies, before any
further review and evaluation is conducted.

Normally, unacceptable submissions should be returned with a written
explanation of the reasons for its return.

Resolving Issues

In complex cases, a meeting with the operator and its key personnel may be necessary
to resolve issues and agree on a mutually acceptable solution.

If mutual agreements cannot be reached, the inspector must terminate the meeting,
inform the operator that the submission is unacceptable, and return the submission.

If all parties are able to reach agreement on measures to correct omissions or
deficiencies, and the applicable principal inspectors determine that the submission is
acceptable, the operator will be so informed, and phase three begins.

Phase Two Summary. Phase two of the process is illustrated as follows—

Operator submits proposal;

CAASL-FS makes initial examination of the documents for completeness with respect
to requirements established in phase one;

CAASL-FS returns submitted proposal; or
CAASL-FS accepts submitted proposal.

It is important for the inspector involved to keep the operator advised of the status of

its proposal. If the inspector takes no other action, or if the submission is deficient and not
returned in a timely manner, the applicant may assume that the CAASL-FS has tacitly accepted
the submission and is continuing with the process. Timeliness of action depends on the
situation as well as inspector judgment and is discussed in pertinent sections of this handbook.
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1.10.5 PHASE THREE - DOCUMENT CONFORMANCE

1.105.1

1.10.5.2

1.10.5.3

1.105.4

Detailed Analysis

Phase three is the CAASL-FS's detailed analysis, review, and evaluation of the
operator's proposal. These actions may take place entirely within a field office, at the
site of operations, or at both facilities.

In phase three the CAASL-FS evaluation is focused on the form, content, and technical
quality of the submitted proposal to determine that the information in the proposal
meets the following criteria—

. Is not contrary to any applicable ANR requirement

. Is not contrary to the direction provided in this handbook or other safety-related
documents

. Provides for safe operating practices

Evaluation Criteria

A criterion for evaluating the formal submission is found in the applicable chapters of
this handbook. The inspector must ensure that the documents adequately establish the
operator's capability and competence to safely conduct operations in accordance with
the submitted proposal.

Addressing Deficiencies

During phase three the CAASL-FS inspector must, in a timely manner, address any
deficiencies in the submitted material before proceeding to subsequent phases.

Discussion with the operator may be sufficient to resolve certain discrepancies or
questions or to obtain additional information.

It may be necessary to return certain sections of the submission to the operator for
specific changes. However, when an inspector determines that, for specific reasons,
the material is grossly deficient or unacceptable, the inspector must return the entire
submission to the operator with an appropriate explanation and immediately terminate
this phase.

If the results of the evaluation are acceptable and a demonstration requirement exists,
the inspector may need to grant some form of conditional, initial, or provisional
approval to the proposal before continuing with the process.

Phase Four Planning

An important aspect of phase three is for CAASL-FS inspectors to begin planning the
conduct of phase four.
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While evaluating the operator's formal submission, inspectors should begin to
formulate plans to observe and evaluate the operator's ability to perform. These plans

must be finalized before the actual demonstrations.
Phase Three Summary

Phase three is illustrated as follows—

CAASL-FS evaluates the formal submission for compliance with ANR
requirements, compliance with the direction provided in the CAASL-FS
aviation safety publications, other safety-related documents and safe operating
practices:

When results of CAASL-FS evaluation are unsatisfactory, return submission
to the operator for correction and/or terminate the phase:

Begin planning phase four (if required):

When results of CAASL-FS evaluation are satisfactory, proceed with phase
four (if demonstration required) and if appropriate, grant conditional approval

or acceptance; or
. Proceed to phase five if demonstration not required.

1.10.6 PHASE FOUR - INSPECTION & DEMONSTRATION

1.10.6.1

Phase four is an operational evaluation of the operator's ability to function in accordance with

Operator's Demonstration

In phase four the CAASL-FS finalizes plans to observe and evaluate the operator's
demonstration of its ability to perform in accordance with the procedures, guidelines,

and parameters described in the formal proposal.

the proposal evaluated in phase three.

b. Usually, these demonstrations are required by regulation, and some examples include
the following—
. Conduct of training
. Demonstrations of knowledge
. Conduct of qualification scenarios
. Demonstrations of processes
. Demonstration flights
. Validation flights

1.10.6.2 Evaluation of Demonstrations

a. The criteria and procedures for evaluating an operator's demonstrated ability are
described in his and other CAASL-FS manuals.

b. The inspector must plan for the conduct and observation of the demonstration to
include such factors as participants, evaluation criteria, and sequence of events.

C. During these demonstrations it is normal for minor discrepancies to occur.
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. Discrepancies can often be resolved during the demonstration by obtaining
commitments from responsible company officials.

. The inspector responsible for overseeing a demonstration must evaluate each
discrepancy in terms of its overall impact on the operator's ability and
competence to conduct the proposed operation.

The inspector must stop the demonstration in phase four when gross deficiencies or
unacceptable levels of performance are observed.

The inspector must identify the phase of the general process for approval or acceptance
to which the applicant must return, or decide to terminate the process entirely when it
is clear that continuation would not result in approval or acceptance.

. For example, if an simulator scenario demonstration is unsatisfactory due to
equipment failure, it may be appropriate to require the operator to re-enter the
process at phase four and conduct another demonstration

. If the demonstration is unacceptable because crewmembers were unable to
perform their assigned duties, it may be appropriate to advise the operator that
the process is terminated pending review and evaluation of the operator's
emergency training programme, and that the operator may need to re-enter the
process at phase two (that is, submit a new proposal).

If the CAASL-FS evaluation of the operator's demonstrated ability is acceptable, the
process continues.

Phase Four Summary

Phase four of the process is illustrated as follows—

CAASL-FS plans for the conduct and observation of the demonstration;

. Operator demonstrates ability;
. Demonstration unsatisfactory; or
. Demonstration satisfactory.

An operator shall not be authorized to conduct any particular operation until all air-
worthiness and operations requirements are met and the operator is clearly capable of
conducting a safe operation in compliance with ANR regulations and safe operating
practices.

1.10.7 PHASE FIVE - FINAL CERTIFICATION ACTIONS

1.10.7.1 Approval or Acceptance
a. In phase five the CAASL-FS approves or accepts the operator's proposal. If the
proposal is not approved or accepted, the operator is notified in phase three or four.
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Indicating Approval

Approval is granted by letter, by a stamp of approval, by the issuance of operations
specifications, or by some other official means of conveying approval.

The specific methodology is outlined in the AOC Administration Manual.

The following are examples of approvals granted by the CAASL-FS—:

. All-weather terminal operations

. Training programmes

. MEL & CDL

. ETOPS

. Cockpit checklist

. Company Aircraft Operating Manuals (limitations, performance, and operating
procedures)

. Air navigation operations

. EFB

Acceptances

Other proposals, submissions, or requests not requiring specific CAASL-FS approval
but required to be submitted to the CAASL-FS are items that are presented for
acceptance.

Acceptance of an operator’s proposal may be accomplished by various means,
including a letter, verbal acceptance, or by taking no action, which indicates there is
no CAASL-FS objection to the proposal. Methods and procedures used to accept
operator proposals or submissions, when appropriate, are discussed in the AOC
Administration Manual.

Phase Five Summary

Phase five is illustrated as follows—

CAASL-FS approves submission: or
. CAASL-FS accepts submission

Sometimes CAASL-FS approval or acceptance of an operator's proposal may be
conditional in nature.

. For example, a training programme may be initially approved pending
CAASL-FS evaluation of the flight simulator to be used in that programme.

1.10.8 SUMMARY OF PROCESS

1.108.1

The general operational approval or acceptance process, as described, is referenced (in

terms of the five phases) with the specific task requirements for each applicable job function.
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1.10.8.2 It is important for the inspector to understand the modular concepts inherent in the
process, the overall interrelationship of the phases, and that this general process is not all-
inclusive, but a tool to be used in the inspector's day-to-day duties and responsibilities.

1.11 PARA-TECHNICAL AND TECHNICAL QUALIFICATIONS
1.11.1 AUDITOR FUNCTIONS REQUIRING PARA-TECHNICAL QUALIFICATIONS

1.11.1.1 To perform the auditor functions, the CAASL-FS employs ground operations
inspectors. Cabin safety inspectors, flight operations, airworthiness (engineer) and
airworthiness (avionics) inspectors.

11112 Each of these persons will be used as auditors in those certification and surveillance
functions that they are qualified and trained to perform.

1.11.1.3 All inspectors must be qualified to perform the para-technical auditing functions in
their specialties that relate to aviation law, regulations and CAASL-FS guidance.

a. Para-technical examples include the auditing required during the formal application
phase where the documents are reviewed for conformance with the general standards
applicable to document acceptance.

b. Another para-technical example would be the auditing of a conformance checklist by
comparison to the referenced documents.

1.11.2 AUDITOR FUNCTIONS REQUIRING TECHNICAL QUALIFICATIONS

1.11.2.1 Those inspectors that have technical experience and qualifications in a specific
aviation certificate areas, such as a pilot or an engineer qualified on a specific aircraft type in
the certification process, will be used to conduct auditing functions on behalf of the CAASL-
FS where it is necessary to audit technical safety procedures and relevant safety practices.

1.11.2.2 Those job tasks that require the evaluation of a technically qualified auditor are
identified in this manual in the technical references section.

a. Examples include: the primary auditor of aircraft (pilot) checklists will be a qualified
pilot, preferably qualified in that type of aircraft; the primary auditor of a maintenance
practice on a specific aircraft will be experienced and/or trained on maintaining that
type of aircraft.

b. The primary auditor of a dispatcher training curricula will be qualified in the technical
procedures and relevant safety practices associated with the job function.

1.11.3 TECHNICAL QUALIFICATIONS ADD OTHER ROLES

1.11.3.1 Inspectors who have the technical qualifications may perform other significant roles
in the administration of a CAASL safety oversight programme.

a. They should be used as “technical advisors” to the government on the technical safety
practices in use.
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They should also be used as technical investigators to provide a technical perspective
to occurrence and accidents investigations.

C. They should be used as “technical evaluators” on behalf of the government to evaluate
the conduct of technical processes, such as proficiency checks or maintenance
practices.

1.12 INSPECTORS’ CREDENTIAL

1.12.1 The inspectors’ credential issued by the CAASL Director General is the recognized method
for identifying yourself as a CAASL-FS inspector for any situation where you are involved in
the inspection of Sri Lanka or foreign air operators at any location in Sri Lanka.

1.12.2 This credential grants the inspector right-of-access to any facilities, personnel, records and
aircraft (regardless of registration) engaged in operations in Sri Lanka.

1.12.3 It also grants the inspector right of access anywhere in the world to the maintenance and
operational facilities, personnel, records and aircraft used in operations by a Sri Lanka-
licensed pilot or Sri Lanka AOC holder.

1.13 INSPECTORS’ QUALIFICATIONS FOR AOC CERTIFICATION

1.13.1 Each operations member of a certification team should normally have at least twelve months
relevant experience in his or her area of responsibility within the team, in the appropriate
discipline.

1.13.1.1 Inspectors who do not meet this requirement may be attached to the team but may not
be primary members (unless the CAASL-FS Director issues a waiver).

1.13.1.2 An inspector who does not have this experience in the requisite technical discipline,
but who has completed a full certification as an attached inspector, may be appointed to a
subsequent certification team.

1.13.2 At least one flight operations and one airworthiness inspector should normally be qualified or
trained on the aircraft type(s) proposed for operation by the applicant.

1.13.3 Except in unforeseen circumstances, this team should be allowed to complete the certification
project without a change in the team membership.

1.13.4 When possible at least one FOI must have qualification on the aircraft type prior to conducting
a. Approval of training programmes
b. Approval of crew member checking methods
C. Acceptance of the aircraft operations Manual
d. Approval of the MEL
e. Approval of all-weather operations
f. Approval of ETOPS operations
g. Surveillance of demonstration flights; or
h. Flight simulator acceptance; or
I Check Pilot appointments.
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1.13.5 Other Inspectors should have an understanding of the type of aircraft equipment, navigational
systems and/or proposed technigues.

1.14 PROVIDING NECESSARY INITIAL INSPECTOR TRAINING
1.14.1 APPLICANT’S RESPONSIBILITY
1.14.1.1 The AOC holder or applicant planning to introduce a new type of aircraft must arrange

for and carry all expenses for a CAASL-FS selected inspector in the training and qualifying
of the first group of the applicant’s pilots to be trained.

a. Following this training, the assigned inspectors will be devoted primarily to the
applicant’s certification for the aircraft type until the issuance of the AOC or the
amendment to the AOC

1.14.2 TRAIN WITH THE APPLICANT’S PERSONNEL

1.14.2.1 The applicant or AOC holder is responsible for providing appropriate training when
sufficiently qualified staff is not available.

a. One acceptable method of achieving this trainings to have the applicant schedule one
FOI and other CAASL-FS required personnel for training with the initial group of
company personnel.

1.14.2.2 An advantage of this method is that the FOI is then capable of assessing the
acceptability of the course and the instructors.

a. An operational advantage is that the FOI and the applicant’s initial group of pilots (who
are customarily the supervisory group within the company) are in a position to
exchange ideas on the training and the operation of the aircraft, as the course
progresses.

b. This offers the prospect of modifications being mutually agreed on the spot.

1.14.3 TRAIN SEPARATELY FROM THE APPLICANT’S PERSONNEL

11431 Alternatively, there are advantages in training CAASL-FS staff separately from the
applicant’s staff, one of that is greater objectivity in assessing the applicant.

a. It can also result in the completion of training before the commencement of the
certification process. In general, the earlier the CAASL-FS staff can be trained, the
more time will be available to assess the technical aspects of the proposed operation,
and consequently the greater the prospect of a speedy and smooth processing of the
AOC.
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1. 15 ACCOI\/IPLISHMENT OF AIRCRAFT-SPECIFIC FLIGHT CHECK
EVALUATIONS

1.15.1 FOI QUALIFICATIONS

1.15.1.1 Unless functioning under a waiver issued by the CAASL-FS Director, FOIs conducting
approval inspections must be rated and/or qualified to exercise the privileges of pilot in
command on the type aircraft for which approval is sought, and must have completed personal
training on that type appropriate to the level of check approval being assessed — that is—

a. To conduct an route check pilot evaluation, the FOI must aircraft have flown the
aircraft in normal operations; and

b. To conduct a simulator proficiency test, the FOI must have flown the proficiency check
in the simulator; and

C. To conduct an aircraft flight proficiency evaluation involving emergency or abnormal
manoeuvres, the FOI must have flown the relevant emergency or abnormal
manoeuvres in the aircraft; and

d. To conduct a simulator type rating and training approval, the FOI must have flown the
relevant manoeuvres in the simulator; and

e. To conduct an aircraft rating approval, the FOI must have flown the relevant
qualification manoeuvres in the aircraft.

1.15.1.2 Unless functioning under a waiver issued by the CAASL-FS Director, this personal
training must have been completed within the previous twelve months if the evaluation will
be accomplished in a simulator; seven months if the evaluation will be accomplished in an
aircraft.

1.15.2 FOI FLIGHT CHECK CONDUCT

1.15.2.1 The FOI must outline the intended format of the approval inspection and ensure the
nominee for check approval understands what is expected.

1.15.2.2 If the inspector intends to ask the pilot who will be the subject of the check (that is, the
pilot being checked by the nominee) to introduce deliberate errors, he or she should do so in
private before the briefing.

1.15.2.3 During the briefing and debriefing the FOI should occupy a seat at the rear or to the
side, and should not intervene in the conduct of the briefing or debriefing. He or she may
discuss the briefing with the nominee at the end of the briefing, or leave the discussion until
the end of the inspection, at his or her discretion.

1.15.2.4 During the flight, for other than assessment of the nominee’s personal proficiency, the
FOI should occupy an observer’s seat on the flight deck of the aircraft or simulator. He or she
may ask the nominee to perform or repeat manoeuvres as required in the course of
demonstrating personal proficiency and he or she may ask that the subject repeat manoeuvres
in the course of the check or training session. In requesting such additional or repeated
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manoeuvres, the FOI should be conscious of the effect on time and cost, and should not extend
the duration of the inspection without good cause. Apart from such requests (if any), the FOI
should not intervene in the conduct of a check.

1.15.2.5 In a simulator, when the FOI asks for a manoeuvre to be performed, it is a requirement.
In an aircraft it is a request that the pilot in command may veto if he or she believes the safety
of the aircraft may be jeopardized.

a. Where the FOI requires a particular manoeuvre to be demonstrated or completed in an
aircraft, and the pilot in command elects not to comply on the grounds of safety, the
FOI may cancel the approval inspection.

b. It would be normal, in that event, to reschedule the approval for a later date.

1.15.2.6 Following the debriefing segment, the FOI is to review the approval inspection with
the nominee concentrating on areas, which could or should be improved. The FOI should then
test the nominee on the standards applicable to the category of approval sought, and on the
responsibilities of check staff to CAASL-FS and to his or her own training organization policy
and procedures.

1.15.2.7 The FOI may terminate the approval inspection at any stage if he/she is of the opinion
that the nominee’s performance is less than the minimum competency standards. Where, as
part of the approval inspection, the subject pilot under check was undergoing a genuine
proficiency check or instrument rating renewal, the FOI may permit the check to proceed and
himself determine the standard of the pilot under check. It is accordingly possible for the pilot
nominated for check approval to fail and for the subject pilot to pass.

1.15.3 OCCUPY A CONTROL SEAT WITH THE INTENTION OF MANIPULATING THE
CONTROLS

1.15.3.1 Synthetic flight trainer instructors are normally required to provide their own simulator
and check pilots are normally required to provide their own aircraft and supporting flight crew,
where appropriate.

1.15.3.2 Normally, the check pilots and their supporting staff act together as a crew and the
Inspector occupies an observer's seat on the flight deck.

1.15.3.3 If the aircraft is not fitted with an observer’s seat, or where the check pilot is unable to
provide a supporting pilot, the Inspector may be asked to occupy a control seat during the
inspection. When considering such a request, the Inspector must be aware that he or she may
compromise the test by taking an inappropriate part during the conduct of the inspection.

1.15.34 The check pilot may be able to claim that he or she failed because of some input or
lack of input from the Inspector as a crewmember Furthermore, the Inspector’s ability to assess
the conduct of the flight as a whole will be degraded if he or she is an active crewmember.

1.15.3.5 The Inspector may agree to occupy a control seat, provided that in addition to meeting
the qualifications appropriate to the inspection: The Inspector is invited to do so by a
competent authority within the organization nominating the check pilot and providing the
vehicle for the test. The Inspector must be satisfied that the person issuing the invitation is
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empowered to do so. The Inspector has the permission of the CAASL-FS Director to accept
the invitation. Before giving permission, the manager must consider the Inspector’s experience
and competence, and may issue special instructions to the Inspector, limit or restrict the duties
to be undertaken by the Inspector, or veto the proposal.

1.15.3.6 In the case of multi-pilot aircraft, the Inspector meets the company recency
requirements applicable to the duties to be undertaken. In addition, he or she must be satisfied
that his or her familiarity with the company’s procedures is such that he or she can fully
integrate with the other crewmembers on the flight deck. The Inspector’s role and
responsibilities as a crewmember are clearly defined and agreed to by the operator and the
crew.

1.15.4 NOT AS PILOT IN COMMAND OF AN APPLICANT’S AIRCRAFT

11541 The Inspector may not act as a pilot in command of an AOC holder’s aircraft: During
the conduct of any flight check, the inspector is not the pilot in command. This does not
prohibit the inspector from being in a control seat during single pilot flight checks.

1.15.4.2 The only time a flight operations inspector may be eligible to fly as a crewmember is
during an AOC holder’s operations that are other commercial air transport or aerial work. The
inspector must be properly qualified to function in that position and a qualified pilot-in-
command is occupying the other control seat.

1.15.4.3 To act as a required crewmember, there must be a specific memo of understanding for
the Inspector to act as a pilot in commercial air transport between the CAASL-FS Director
and the AOC holder’s Manager of Operations. The pilot must have received all training,
proficiency checks, line checks, and currency required by the applicable civil aviation
legislation.

1.15.5 GENERAL AVIATION OPERATIONS

1.155.1 A flight operations inspector current and qualified in the aircraft may be allowed to fly
the aircraft providing the conditions applicable to the occupancy of a control seat have been
met. The inspector must have personally flown the manoeuvres about to be undertaken in that
type of aircraft within the preceding seven months.
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Chapter 2 - GENERAL INSPECTION GUIDELINES

2.1

211

212

2.1.3

2.2

221

OBJECTIVE OF AN INSPECTION

The primary objective of any inspection is to determine that a person, an item, or a certain
segment of an operation associated with commercial air transport meets at least the same
standards that were required for initial certification or approval by the CAASL-FS.

For inspectors to make these determinations, inspections must be conducted in an orderly and
standardized manner.

To accomplish this, each type of inspection must have individual objectives and be conducted
each time in generally the same manner, according to the direction and guidance in this manual
and with appropriate checklists.

CHARACTERISTICS OF AN INSPECTION

GENERAL CHARACTERISTICS

2.2.1.1 Inspection is a specific event (work activity) which has the following characteristics—

a. A specific work activity title and Action activity code
b. A definite beginning and a definite end

C. Specific objectives to be met

d. General procedures to be followed

e. A report of findings

2.2.1.2 Each type of inspection is identified with a specific title. Also, each type of inspection is

assigned a specific Action code for the purpose of computer recording and tracking and for
reference in the planning and tracking of inspection activities.

2.3 DEFINITE BEGINNING AND END

2.3.1 Inspections have a definite beginning and end. They may be scheduled by an inspector for the
observation and evaluation of a specific activity, such as a proficiency check, or they may be
scheduled for the evaluation of operator documents, manuals, or approved programmes.

2.3.2 A specific inspection activity occurs and is completed during one day. This policy applies
whether only one inspection element or all possible elements of that inspection are completed
in one day. The inspector must generate an inspection report, with any identified safety issues,
for that inspection on that day.

2.3.3 If the inspector does not complete all inspection items, he may return over a series of days to
fully complete all elements of that inspection. A separate inspection report shall be entered for
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each day that the specific type of inspection was conducted. Any safety issues shall be entered
in the report on the day those issues were identified.

2.34 STANDARDISED APPROACH

2.3.4.1 Inspections have general procedures that inspectors should follow for standardization
purposes. These general procedures are outlined in this chapter.

2.3.4.2 In many cases, there are checklists for the type of inspection which contains lists of specific
items or areas which should be observed and evaluated, when applicable, during the
inspection. These checklists are included throughout the CAASL-FS manual system.

2.3.5 DETERMINATION OF COMPLIANCE

2.3.5.1 The primary objective of any inspection is to determine that a person, item, or segment of an
operation complies or continues to comply with regulations, safe operating practices, and other
established standards.

2.3.5.2 Each inspection type, however, has specific objectives, which are discussed in respective
sections of this chapter.

2.3.6 INSPECTION REPORT REQUIRED

2.3.6.1 An inspection is not complete until a report on the results of the inspection has been

recorded.
a. This report of inspection results is usually recorded on the Action report.
b. The inspection report is the key element of any inspection.

2.3.6.2 Inspectors must be concise, factual, and objective in reporting inspection results.
2.4  CONDUCTING AN INSPECTION

2.4.1 Due to the complexity of the air transportation industry there are various types of
inspections, each type with specific objectives.

2.4.2 When deciding which type of inspection to conduct, inspectors should consider the objectives
of each type of inspection and determine the type most appropriate and effective for a
particular situation.

2.4.2.1 An inspector's decision to conduct a particular type of inspection may be based on an isolated
situation, such as a complaint or an incident, or on some other information that raises a
question about compliance with a regulation or safe operating practice.

2,4,2,2 In most situations, however, the types of inspections that need to be conducted are determined
by the DFS and principal inspectors during the development of inspection programs.

a. These determinations are based on the analyses of previously collected surveillance
data and other related information.
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2.5 PREPARING FOR AN INSPECTION

2.5.1 Before conducting an inspection, inspectors should to the extent possible, familiarize
themselves with an operator's systems, methods, and procedures.

2.5,2 To obtain this familiarization, inspectors can review those sections of the operator's manuals
pertinent to the type of inspection to be conducted.

2.5.2.1 Additional familiarization can be obtained by an inspector questioning and discussing the
operator's systems, methods and procedures with principal inspectors and with other
inspectors already acquainted with the operator.

2.5.2.2 When possible, inspectors should become aware of any previous deficiencies or negative
trends by reviewing previous surveillance data pertinent to the type of inspection to be
conducted.

2.5.2.3 Inspectors must be acquainted with the applicable direction and guidance in this manual for
the type of inspection to be conducted.

2.6 ADVANCE NOTICE OF AN INSPECTION
2.6.1 Most inspections will cause some disruptions to routine operations. Responsible operators
engaged in commercial air transport understand the legal basis for CAASL-FS surveillance

and are generally cooperative in responding to the needs of inspectors during the conduct of
inspections.

2.6.1.1 Operators are required to afford inspectors the opportunity to conduct inspections in a manner
that effectively accomplishes the objectives of the inspections.

2.6.1.2 Inspectors should, however, arrange their inspection activities so they will result in a
minimum amount of disruption to routine operations.

2.6.1.3 Advance notice should be given for inspections which take operator personnel away from their
normal duties, such as records inspections.

2.6.1.4 Such advance notice is usually unnecessary for those inspections which result in only a
minimal involvement of operator personnel. Examples of inspections in which advance notice
serves little purpose include ramp inspections.

2.7 LIMITING THE SCOPE OF AN INSPECTION

2.7.1 Each type of inspection has a set of items or areas that inspectors should observe and evaluate
during the inspection.

2.7.2 Sufficient time should be allotted for effective evaluation of all the items or areas.

2.7.3 The circumstances, under which inspections are conducted however, vary considerably. Often
inspectors will not be able to evaluate all the specified items or areas.
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2.7.3.1 The more important consideration is to thoroughly and qualitatively evaluate those items or
areas in which the inspector has the time and opportunity to observe.

a. In some circumstances, it may be preferable for an inspector to limit the scope of a
particular inspection type to ensure the quality of the inspection.

2.7.3.2 When an inspection is limited in scope, the inspector should provide a comment on how it was
limited, and indicate it by either recording the number or types of records or manuals
evaluated, recording the general areas evaluated, or by recording the general areas not
evaluated.

2.7.3.3 In general, it is better to schedule sufficient time to evaluate all the items or areas specified for
an inspection type. Inspections that are limited in scope, however, do serve a useful purpose
and can still provide valuable information.

2.8 INSPECTOR CONDUCT

2.8.1 The actions and conduct of an aviation safety inspector are subject to close scrutiny by the
personnel they encounter during the performance of an inspection. Inspectors must conduct
themselves as aviation professionals at all times when conducting inspections.

2.8.1.1 When initiating an inspection, inspectors shall properly identify themselves and ensure that
the appropriate operator personnel are fully aware of the type and purpose of the inspection
being conducted.

2.8.1.2 Inspectors shall wear name tags or other appropriate identification in plain view during the
conduct of the inspections.

2.8.1.3 When observing or evaluating operator personnel during the performance of their assigned
duties, inspectors shall not intervene in a manner that could adversely hinder or preclude them
from effectively performing their duties.

2.9 CONCLUDING AN INSPECTION

2.9.1 At the conclusion of an inspection, inspectors should usually debrief appropriate operator
personnel of the inspection results.

2.9.1.1 Persons, items, or areas that were found to meet or exceed standards should also be commented
on during the debriefing.

2.9.1.2 Post inspection debriefing must include an explanation of any deficiencies that were found
during the inspection.

2.9.1.3 Appropriate operator personnel must be informed of any areas that will require some form of
follow up action.

2.9.1.4 If it appears that a regulation has been violated, inspectors must inform responsible operator
personnel that an investigation into the apparent violation will be initiated.
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2.9.2 When an inspector is unable to debrief the appropriate operator employees on any deficiencies
because those employees are not available, the inspector should indicate in the inspection
report that the operator was not briefed on the deficiencies.

2.9.3 Isolated types of deficiencies found during an inspection can often be corrected by operator
personnel while the inspection is being conducted.

2.9.3.1 Such deficiencies can be adequately resolved and closed out during the post inspection
debriefing.

2.9.3.2 In these cases, however, inspectors should record information about the deficiency and how it
was corrected on the inspection report because such information is useful for trend evaluations.

2.9.4 The preparation of the inspection report is the final action that must be taken by inspectors to
conclude an inspection. All reports on specific types of inspections shall be recorded by Action
report entry.

2.10 PROCEDURES FOR CONDUCTING A RECORDS INSPECTION
2.10.1 LOCATION

2.10.1.1 Inspectors normally conduct a records inspection at the place where the operator maintains
the records.

2.10.1.2 The inspection process does not require that the operator surrender records, even temporarily,
and records may not be removed from the operator's premises without the operator's
permission.

2.10.1.3 Should an agreement be reached for inspectors to remove records, the operator must be given
an itemized receipt for all records.

2.11 PREPARATION AND INITIAL BRIEFING
2.11.1 Normally, advance notice, to the operator, of a planned records inspection is appropriate.

21111 An introduction and initial briefing should be given to the operator. The briefing should
describe the purpose of the inspection, what records will be required, and that a debriefing will
take place at the conclusion of the inspection.

211.1.2 Prior to conducting any records inspections, inspectors must become familiar with the
operator's system of record keeping and become familiar with which specific records are
available at the facility. This familiarization is particularly important when the operator is
using a computer based record keeping system.

2.11.1.3 Prior to their arrival, inspectors should prepare a list of records to be inspected since a
records inspection uses the operator's work space and usually takes time away from an
employee’s assigned duties.
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a. Preplanning and preparation for a records inspection reflect positively on the
professionalism of the CAASL-FS and should result in as little disruption to the
operator's work routine as possible.

2.11.2 RECORDS SELECTION

211.2.1 Before conducting a records inspection, inspectors must determine the number of
records to be examined, which categories of the records that will be inspected, and to what
depth records will be scrutinized.

2.11.3 RECORDS HANDLING
2.11.3.1 Care should be taken to keep records as intact as the operator presents them.

2.11.3.2 The preferred procedure is for inspectors to take only a few records at a time, examine
them, then return that batch to the operator before starting on another batch.

2.11.3.3 If it is necessary or desirable to obtain a copy of a record, the operator may not be
willing or able to provide it. In this case, inspectors must make arrangements for copies.

2.11.4 ERRORS OR OMISSIONS IN RECORDS

21141 A records inspection is not an investigation, yet inspectors may find errors or omissions
in an operator's records.

2.11.4.2 Minor errors and omissions may not constitute a lack of compliance on the part of the
operator and may not require the inspector to initiate enforcement action.

2.11.4.3 Some errors or omissions, though, may require further action.
a. For example, a crewmember training record may be found that does not indicate that

required recurrent training was accomplished.
21144 Further investigation may produce evidence that the training actually was completed.

2.11.45 This omission may easily be corrected on the spot by the operator and may preclude
the need for the inspector to initiate enforcement action.

a. In this case, the inspector should record in the GDI that the problem occurred, was
brought to the operator's attention, and was corrected on the spot by the operator.

b. The inspector should discuss, with the operator, methods for preventing a repetition of
the problem and should record, in the GDI, the operator's intended fix.

2.11.4.6 If the operator cannot produce evidence that the training was conducted, the inspector
shall record the facts so that an enforcement investigation can later be opened.

a. The inspector who discovers the discrepancy is responsible for recording the finding
in the GDI and initiating an investigation.
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2.12 PRIOR NOTICE: SUMMARY OF ACTIONS

2.12.1 Give the operator notice of your intention to conduct an inspection of their operational
records, so that the required documents and management representatives will be made
available for the inspection. (Under some circumstances, you can make a spot check of
operational records, without prior notification.)

2.12.2 Organise a discreet area to ensure minimal disruption to both yourself and th operator.

2.12.3 Remain on the operator’s premises during the inspection, observe the appropriate level of
confidentiality and refrain from marking or defacing any records.

2.12.4 Carry out the inspection, using the appropriate checklist, if available.

2.12.5 In your assessment of the operator’s record-keeping system, consider the following—
a. Practicality
b. Accuracy and completeness
C. Accessibility
d. Security
e. Control.

2.12.6 Comment on the adequacy and effectiveness of the operator’s record-keeping system.

2.13 SHORT NOTICE: SUMMARY OF ACTIONS

2.13.1 The general steps of any inspection are—
a. Give a management representative short notice of the inspection.
b. Carry out the inspection, in a way that causes a minimum of disruption to the operator,

using the appropriate checklists.
C. Follow appropriate checklists and procedures when carrying out specific separate
inspections. e.g. flight simulators.

d. Conduct a short exit meeting with the a management representative:
e. Briefly report the findings of the inspection.
f. Make arrangements for any follow-up action.

2.13.2 This evaluation guidance provides direction to operations inspectors for the inspection of
crew and dispatcher qualification, training, and currency records of AOC holders.
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Chapter 3 - MANUAL EVALUATION GUIDANCE

3.1 OVERVIEW OF MANUAL REQUIREMENTS

3.1.1 IS 013 requires operators to prepare and keep current various manuals and checklists for the
direction and guidance of flight and ground personnel conducting commercial air transport
operations.

3.1.2 FLIGHT MANUAL

3.1.2.1 An approved flight manual is required to be carried aboard each aircraft for the guidance of
crew members when conducting flight operations.

a.

A flight manual is any manual approved by the CAASL-FS that an operator uses to
comply with this requirement.

A flight manual may be an approved Airplane Flight Manual (AFM), an approved
Rotorcraft Flight Manual (RFM), or an approved Company Aircraft Operating Manual
(FCOM) for definitions).

3.1.3 GENERAL MANUAL

3.1.3.1 Each operator must prepare and keep current a manual providing guidance for all categories
of flight and ground personnel conducting air transportation operations. Guidance for
preparing the Operations manual is available in SLCAP4500.

a.

This requirement does not apply to single pilot operators and those operators granted
a deviation from this requirement.

For purposes of this chapter, the manual the operator prepares in compliance with is
termed a "general manual.”

The operator's general manual must include the duties and responsibilities of each
category of employee.

The manual must also include adequate policy, direction, and guidance for the safe and
efficient performance of the duties assigned to each category of employee.

3.1.3.2 The ANR only requires an operator to produce a single manual. In practice, however, a system
of manuals is usually necessary, even for relatively simple operations. Operators have wide
latitude in structuring their manuals.

3.2 DEFINITIONS

3.2.1 The following terms are defined according to their use in this handbook:

3.2.1.1 ""Accepted": "Accepted" is used to describe a document, manual, or checklist which does not
have, or is not required to have, CAASL-FS approval.

Chapter 3 - Manual Evaluation Guidance Page; 3- 1 Date; 05 April 2018

SLCAP 4200 Operations Inspectors Hand Book 2" Edition Rev. No. 00




CIVIL AVIATION AUTHORITY OF SRI LANKA

a. Only a portion of an operator's manuals are required to have CAASL-FS approval. The
remaining portions are "accepted” by the CAASL-FS.

b. Operators are required to submit the entire general manual to the CAASL-FS for
review.

C. If the CAASL-FS concludes that an accepted section of the general manual is not in
compliance, the CAASL-FS must formally notify the operator of the deficiency.

d. Upon notification, the operator must take action to resolve the deficiency.

3.2.1.2 Flight Crew Operating Manual (FCOM): An approved aircraft flight manual that is
developed by, or for, a specific operator for a specific aircraft type and which is approved by
the principal inspector.

3.2.1.3 Airplane Flight Manual (AFM): An approved airplane flight manual is prepared by the
manufacturer and approved by the State of Manufacture or Design.

3.2.1.4 "Alternate™: When "alternate” is used to describe a procedure or checklist, it refers to a
procedure which may be employed instead of another procedure. Alternate procedures may
either be normal, non-normal, or abnormal procedures.

3.2.1.5 Amplified Procedure: A description of sequential procedural steps with detailed explanatory
descriptions and/or instructions accompanying each step.

3.2.1.6 "Approved: When "approved" is used to describe a document, manual, or checklist, it means
that a regulation requires CAASL-FS approval and that the CAASL-FS has evaluated and
specifically approved the document, manual, or checklist.

3.2.1.7 Caution: An instruction concerning a hazard that if ignored could result in damage to an
aircraft component or system - which would make continued safe flight improbable.

3.2.1.8 Checklist: A formal list used to identify, schedule, compare, or verify a group of elements or
actions.

a. Although a checklist may be published in a manual, it is usually intended to be used
by itself, so that reference to a manual is made unnecessary.

b. Checklists are usually formatted and presented on paper, however, they may be
formatted on electronic or mechanical devices, or presented in an audio format.

C. A checklist may or may not represent an abbreviated procedure. The items listed on a
checklist may be unrelated and may not represent a procedure, such as most "normal”
checklists. Abnormal and emergency checklists, however, do represent procedures.

3.2.1.9 "Document™: A written description of a system, a method, or a procedure; a written statement
of authorizations, conditions, or limitations; or a file of information. A document serves as an
official record of understanding and agreement between the CAASL-FS and the operator as
to the means the operator will use to comply with regulatory requirements. An approved
document is not a manual.

Relevant information from a document, however, may be extracted and published in user
manuals. For example, the operations specifications are not a manual but an approved
document from which information is extracted.
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3.2.1.10 "Emergency'': When "emergency" is used to describe a procedure or checklist, it
refers to a non-routine operation in which certain procedures or actions must be taken to
protect the crew and the passengers, or the aircraft, from a serious hazard or potential hazard.

3.2.1.11 High Workload Environment: Any environment in which multiple demands on the
Flight crew necessitate the prioritizing of work functions. For example, IFR operations below
10,000 feet during arrival or departure from a terminal area (including taxiing) are considered
to be high workload environments.

3.2.1.12 Immediate Action: An action that must be taken in response to a non routine event so
quickly that reference to a checklist is not practical because of a potential loss of aircraft
control, incapacitation of a crewmember, damage to or loss of an aircraft component or system
- which would make continued safe flight improbable.

3.2.1.13 Maintenance Control Manual (MCM): That segment of an operator's general
manual system which pertains to the airworthiness of aircraft. The MCM is one of two major
segments of an operator's general manual.

3.2.1.14 Manual: A collection of the information, policies, procedures, and guidance prepared
by an operator to instruct company employees in the performance of their assigned duties.

3.2.1.15 ""Non-normal” or "Abnormal™: When "non-normal” or "abnormal™ is used to describe
a procedure or checklist, it refers to a non-routine operation in which certain procedures or
actions must be taken to maintain an acceptable level of systems integrity or airworthiness.

3.2.1.16 "Normal™: When "normal™ is used to describe a procedure or checklist, it refers to a
routine operation (without malfunctions).

3.2.1.17 Normal Checklist: A checklist comprised of all of the phase checklists used
sequentially in routine flight operations.

3.2.1.18 Operations Manual, Part A: That segment of the operations manual which applies
to flight operational activities as opposed to airworthiness activities. The Ops Manual, Part A
is one of two major segments of an operator's general manual.

3.2.1.19 Phase Checklist: A checklist used to establish and/or verify aircraft configuration
during a specific phase of flight. An example of a phase checklist is an "after take-off
checklist."

3.2.1.20 Pilot Flying (P-F): The pilot who is controlling the path of the aircraft at any given
time, whether or not the aircraft is in flight or on the ground.

3.2.1.21 Pilot Monitoring (P-M): The pilot who is not controlling the path of the aircraft.

3.2.1.22 Policy: A written requirement established by an operator's management which is

expected to be complied with by appropriate employee personnel. A policy may be within a
procedure or stated separately. A written requirement such as, "No flight may depart on a
cross-country flight without a spare case of oil" is an example of a policy.
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3.2.1.23 Procedure: A logical progression of actions and/or decisions in a fixed sequence
which is prescribed by an operator to achieve a specified objective. In short, a procedure is
step by step guidance on how to do something.

3.2.1.24 Recommendation: A preferred technique or action described by the operator which
employees are expected to follow whenever practical. A recommendation is not a policy
requirement.

3.2.1.25 Rotorcraft Flight Manual (RFM): An approved rotorcraft flight manual are prepared
by the manufacturer and approved by the State of Manufacture or Design.

3.2.1.26 “Shall”: An action that is Mandatory

3.2.1.27 “Should”: An action that is recommended.

3.2.1.28 "Supplemental™: When "supplemental™ is used to describe a procedure or checklist, it

refers to a procedure which may be employed in addition to a normal, non-normal, or abnormal
procedure. Supplemental procedures may either be normal or non-normal procedures.

3.2.1.29 Systems Management: The management of those systems which sustain the
mechanical functions of the aircraft as opposed to the management of the aircraft's thrust,
flight path, or aerodynamic configuration.

3.2.1.30 Technique: A method of accomplishing a procedural step or manoeuvre.

3.2.1.31 User Manual: A segment of an Operations Manual, Part A or a MCM that provides
instruction, policies, procedures, and guidance to a specific category of employee. Examples
of user manuals that are commonly used in the air transportation industry include the
following:

Flight operations policy manuals (FOPMs)
Airport analysis or data manuals

Security manuals

Cabin crew manuals

Flight dispatch manuals

Station operations manuals

Route and airport manuals

Hazardous material handling manuals

S@ e oo o

3.2.1.32 Warning: An instruction about a hazard that if ignored could result in injury, loss of
aircraft control, or loss of life.

3.3 DISTRIBUTION AND AVAILABILITY OF MANUALS.

3.3.1 Each operator is required to maintain a complete manual (or set of manuals) at its principal
base of operations and to furnish a complete manual (or set of manuals) to the CAASL-FS.
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In addition, each operator must make available or furnish applicable parts of the manual
(user manuals) to flight and ground operations personnel who conduct or support flight
operations.

The manual may be in conventional paper format or in another form that is convenient for the
user.

Each employee to whom the manual or a user manual is furnished must keep it current.

Each employee must have access to appropriate manuals or parts of manuals when 3.3.6
performing assigned duties.

AOC holders are required to carry appropriate parts of the manual on each aircraft when away
from the principal base of operations - for use by ground and flight personnel.

REVIEW OF MANUALS

Manuals must be reviewed by inspectors to ensure they contain adequate content and are in
compliance with applicable regulations, safe operating practices, and the operator's Op Specs.

While inspectors are encouraged to provide guidance and advice to operators in the
preparation of their manuals, the development and production of an acceptable manual is
solely the responsibility of the operator.

INITIAL REVIEW

3.4.3.1 Before the initial certification of an applicant, a comprehensive review of the manuals must

be conducted by qualified inspectors.

a. During the initial review of the manuals, PRINCIPAL INSPECTORs must ensure that
the operator has addressed the applicable manual content.

b. In addition, those items in the operator's final conformance checklists which require
the operator to develop a policy statement, system, method, or procedure, must be
addressed.

C. If user manuals are furnished, those topics which apply to the specific user must be
addressed.

d. Each topic must be presented with enough detail to ensure that the user can properly

carry out the portion of the policy or procedure for which the user is responsible.

3.4.3.2 Review of Changes to Manuals.

The assigned inspector should review each revision or proposed revision to a manual.
Inspectors should not limit this review to a strict consideration of the change itself but should
also consider the impact of the change on the operator's overall manual system, training
programme, and type of operation. Changes in the operator's Ops Specs should be
accompanied by a review of applicable sections of the operator's manual.
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3.44 ENROUTE AND RAMP SURVEILLANCE

3.4.4.1 Inspectors conducting en-route and ramp inspections should review the flight manual and
those portions of the Ops Manual, Part A carried by the flight crew for completeness and
currency.

3.4.4.2 When a flight is long enough to make it practical, inspectors should review these manuals
more in-depth, particularly those sections that are operationally relevant to the flight in
progress.

3.45 PERIODIC REVIEW OF MANUALS

3.4.5.1 The continual review of an operator's manuals is necessary because both the aviation
environment and the operations conducted by the operator are constantly changing.

a. Each principal inspectors is responsible for developing a surveillance plan for the
operator's manual system.

b. At least one portion of the operator's general manual should be reviewed annually, and
the entire general manual should be reviewed over a period of 1 to 3 years (depending
on the complexity of the operation).

C. This periodic review should be planned as a distinct event so that every portion of the
manual is systematically reviewed at some time over a 1 to 3 year cycle.

d. This periodic review should be coordinated between principal inspectors to ensure an
appropriate exchange of information and to avoid redundant reviews.

3.5 FORMAT AND STYLE OF MANUALS

3.5.1 Each page of a manual must include the most recent revision date. In general, manuals and
checklists should be easy to use and understand, and in a format that can be easily revised.

3.5.2 When evaluating manuals and checklists for ease of use and understanding, inspectors should
consider the following guidance concerning format and style:

3.53 FORM

3.5.3.1 All or part of a manual may be prepared and maintained in conventional paper format (book
form) or in other forms, such as microfilm or computer based storage with electronic image.

3.54 PREFACE PAGE

3.5.4.1 The first page of a user manual should be a preface page containing a brief statement of the
manual's purpose and intended user. The preface page should also contain a statement which
emphasizes that the procedures and policies in the user manual are expected to be used by
company personnel.
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3.5.5 REVISION CONTROL

3.5.5.1 Each manual should be easy to revise. Also, each manual should contain a revision control
page or section from which the user can readily determine whether the manual is current.

a. This page or section should preferably follow the preface page but it can be organised
in any logical manner.

b. The control date of the most recent revision of each individual page must appear on
each page.
C. Complex operators should establish a bulletin system to bring temporary information

or changes which should not be delayed by a formal revision process, to the attention
of the user. The bulletin system should have a means of control that includes giving
bulletins a limited life and systematically incorporating them into appropriate manuals
in a timely manner. Users should be able to easily determine whether they possess all
current bulletins.

3.5.6 TABLE OF CONTENTS

3.5.6.1 Each manual should have a table of contents containing lists of major topics with their
respective page numbers.

3.5.7 REFERENCE SITES

3.5.7.1 Manuals must include reference sites to specific regulations when appropriate. A reference to
regulations or other manual material is appropriate when it is necessary to clarify the intent of
the text or when it is useful to the user for looking up specific subject matter. Reference sites
should not be made to advisory circulars and to preambles of ANR, as these sources are
advisory and not binding in nature.

3.5.7.2 Operators should use caution when adapting the text of advisory documents into their manuals.
Advisory text may not translate into a directive context.

3.5.8 DEFINITIONS

3.5.8.1 Significant terms used in manuals should be defined. Any acronym or abbreviation not in
common use should also be defined.

3.5.9 ELEMENTS OF STYLE

3.5.9.1 Manuals and checklists should be composed in the style of general technical writing. This
style should be clear, concise, and easy to understand. When evaluating manuals, inspectors
should be knowledgeable of the following suggestions for accomplishing clarity in technical
writing:

a. Whenever possible, short, common words should be used. Examples of this include:
using the words "keep" or "hold" instead of "maintain"; using the word "start" instead
of "establish™; and using the word "stop™ instead of "terminate."
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When a word has more than one meaning, the most common meaning should be used.
For example, the word "observe" should be used to mean "see and take notice of" rather
than "obey and comply.”

Operators should standardize terminology whenever practical. For example, since the
terms "throttles™ and "thrust levers™ refer to the same item, the operator should choose
one term and use it consistently throughout the manual. Once a particular term has
been used in a specific sense it should not be used again in another sense.

Terms which command actions should be clearly defined, such as "checked,” "set,"
and "as required.” Since auxiliary verbs such as "may" and "should™" are ambiguous
and can create room for doubt, they should not be used when a definite action is
commanded. Instead, verbs such as "shall" and "must" are preferable to use when an
action is commanded, because they are more definite.

All "instructions™ should be given in the imperative mood and the active voice. For
example, "Hold the speed between VREF and VREF plus 10 knots" is preferable to
"The speed needs to be held between VREF and VREF plus 10 knots."

To provide appropriate degrees of emphasis on specific points in the text, "cautions,"”
"warnings," and "notes" should be in the operator's manuals and checklists.

Any instruction, particularly a warning or a caution, must begin with a simple directive
in the imperative mood that informs the reader precisely what must be done.

To avoid obscuring the directive in the background information, the directive must be
stated first and then followed with an explanation.

An example of how a directive can be obscured in background information is as
follows: "Warning - To avoid the hazard of striking ground handling personnel with
the free end of a swinging tow bar, do not place feet on rudder pedals until the captain
takes the salute from the ground handler. The hydraulic nose wheel steering can sling
the tow bar with hazardous force.” In contrast the following is an example of the
preferred method of placing the directive first: "Warning - Do not place feet on rudder
pedals until the captain takes the salute from the ground handler. The hydraulic nose
wheel steering can sling a tow bar with sufficient force to cause serious injury to
ground handling personnel.”

Descriptions in the manual should not be overloaded, but should be presented simply
and sequentially. An example of an overloaded description is as follows: "A CSD per
engine drives the AC generator at a constant speed of 8,000 RPM regardless of the
speed of the engine or the load on the generator." The following is an example of a
clearer, more concise description: "A CSD is mounted between each engine and
generator. The CSD holds the generator speed at a constant 8,000 RPM."
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k. Long sentences should be avoided in the manual. The following example consists of
subject matter put into a long sentence which makes it difficult to understand: "During
gear retraction, the door operating bar located on the landing gear leg contacts and
turns the latch, withdrawing the roller from the slot as a second roller entraps the door
operating bar." The following example consists of the same subject matter used the
previous example, however, when it is broken down into shorter sentences, it is easier
to understand: "During landing gear retraction, the door operating bar on the landing
gear leg is pressed against the door latch. The latch turns, freeing the door roller. The
roller moves out of the slot. A second roller then traps and holds the door operating
bar."

3.6 ADEQUACY OF PROCEDURES

3.6.1 The following general guidance is provided for inspectors to use when evaluating procedures
in any manual, including flight manuals:

3.6.2. OBJECTIVE

3.6.2.1 The objective of a procedure must be stated clearly unless it is so commonly understood that
a statement of the objective is not necessary.

3.6.3 LOGICAL SEQUENCE

3.6.3.1 Procedures are to flow in a logical step by step sequence.

3.6.3.2 The most effective procedures are usually simple and each contain only the information
necessary for accomplishing that procedure.

3.6.3.3 Preferably procedures should be described in a sequential step by step format rather than a
narrative format.

3.6.4 GENERAL CONSIDERATIONS

3.6.4.1 A procedure must be an acceptable method for accomplishing an intended objective.

3.6.4.2 The individual responsible for each step of a procedure must be clearly identified.

3.6.4.3 The acceptable standards of performance for a procedure are to be stated if those standards are
not commonly understood or clearly obvious.

3.6.4.4 Since a variety of personnel with differing degrees of expertise are involved in procedures,
adequate information concerning the accomplishment of a procedure must be provided for the
least experienced individual.

a. A procedure may be described very briefly and concisely when the user is capable of
achieving the objective without extensive direction or detail.

b. When the user has limited training or experience, however, a procedure must be
described in enough detail for the user to correctly accomplish it.
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C. When the user has limited access to other sources of information and guidance while
performing a procedure, enough detail should be provided to make the user
independent of other sources of information.

3.6.4.5 When a form, checklist, or tool is necessary to accomplish a procedure, the location of that
item must be indicated in the procedure.

3.6.4.6 Enough time should be available under normal circumstances for the user to accomplish a
procedure. If sufficient time is not available to the user for accomplishing a procedure, either
the procedure itself or the user's duties must be revised.

3.7  APPROVAL AND ACCEPTANCE OF MANUALS AND CHECKLISTS
3.7.1 GENERAL

3.7.1.1 This section contains direction and guidance for inspectors when approving or accepting an
operator's manuals and checklists. This process is based on the general process of certification
used by the CAASL-FS for approval or acceptance.

3.7.2 THE APPROVAL PROCESS

3.7.2.1 The approval process for a checklist normally consists of phases one, two, three, and five of
the general process. It may be necessary, however, for an inspector to require that phase four
(the demonstration phase) be included in the approval process.

3.7.3 THE ACCEPTANCE PROCESS

3.7.3.1 The acceptance process for a manual, manual section, or a checklist normally consists of
phases one, two, and three of the general process.

3.7.3.2 The operator must submit to the inspector current copies (initial certification) or revisions
(subsequent certification) of required manuals, aircraft checklists, etc., for CAASL-FS review.

3.7.3.3 An operator's entire manual system must be reviewed during the document verification phase
of initial certification. Once an operator is certified, the operator may revise, distribute, and
use accepted material even though the inspector has not completed a review of it. If after
review, the inspector determines that portions of the manuals or checklists are unacceptable,
the operator must revise the unacceptable portions.

3.7.4 EVALUATION OF MANUALS FOR CAASL-FS ACCEPTANCE OR APPROVAL

3.7.4.1 An operator may develop and publish in its manual any policy, method, procedure, or checklist
that the operator finds necessary for the type of operations conducted.

3.7.4.2 These policies, methods, procedures, and checklists, however, must comply with the ANR and
be consistent with safe operating practices. inspectors should encourage operators to be
innovative and progressive in developing such policies, methods, procedures, and checklists.

3.7.4.3 The inspectors’ role in the review process is to provide an independent and objective
evaluation of the operator's manual material. The inspector must ensure that the operator's
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materlal complies with the ANR, is consistent with safe operating practices, and is based on
sound rationale or demonstrated effectiveness.

3.7.4.4 The inspector will ensure while reviewing the manuals for acceptance or approvals that the
applicant for AOC will have a procedure established to maintain the validity of its manuals at
all times

3.7.5 DISCREPANCIES

3.7.5.1 When an inspector finds a discrepancy in an operator's existing manual material, the inspector
shall take action to have that discrepancy resolved. Usually such discrepancies can be resolved
through informal discussions. When informal discussion cannot resolve the discrepancy,
however, the inspector is required to formally withdraw CAASL-FS approval or acceptance
from the operator.

3.8 PHASE ONE: ESTABLISHING A FRAMEWORK FOR REVIEW

3.8.1 The first phase of the approval or acceptance process begins with communication between the
CAASL-FS and the operator (either a current AOC holder or an applicant for a AOC). There
are three occasions when approval or acceptance of manuals and checklists is required, as
follows:

a.
b.

When an applicant applies for a certificate
When an existing operator determines that a change is necessary
When, as a result of an investigation or normal surveillance, the PRINCIPAL

INSPECTOR determines that a manual, manual section, or a checklist is inadequate or
deficient

3.8.2 DETERMINING BASIC REQUIREMENTS APPLICABLE TO THE OPERATOR

3.8.2.1 The primary task of the inspector during phase one is to determine the basic requirements that
the operator must meet to obtain acceptance or approval of a manual or checklist. The
inspector must communicate these requirements to the operator.

a. To do this, the inspector should review the appropriate evaluations in this manual or
the technical source references in Appendices 1 and 3, Operations Specifications,
industry safety practices, and any deviations applicable to subjects the operator must
address in its manual or checklist.

b. Both the inspector and the operator must clearly understand the topics and level of
detail the operator is required to have in the material to be submitted during phase two
of the process.

C. During phase one, the inspector should make the following determinations and
communicate them to the operator:

° Whether the submission will involve approval or acceptance
o Whether there is a need for validation tests or other demonstrations
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o Whether there is a need for supplementary documentation, analysis, or other
data to support the submission

3.9 METHODS FOR MANUAL OR CHECKLIST ORGANISATION

3.9.1 During phase one, the inspector should inform the operator that there are various methods that
can be used to organize and format those manuals, manual sections, and checklists requiring
CAASL approval/acceptance. The inspector may inform the operator of the content of the
following subparagraphs, which describe at least four possible methods that an operator may
use:

3.9.2 LIMITED CONTENT
3.9.2.1 An operator may choose to limit the content of the manual solely to approved material.

a. When this method is used, the entire manual must be approved and the operator may
not revise the manual without additional review by the inspector.

b. While this method facilitates CAASL-FS review and acceptance, the manual may be
difficult to use because the intended user may have to frequently switch back and forth
between the approved checklists and other manuals containing accepted material.

C. When the operator chooses this method, inspectors must ensure that a header or footer
is on each page indicating the material is CAASL-FS approved.

3.9.3 GROUPING MATERIAL

3.9.3.1 An operator may choose to group the CAASL-FS approved material in specified sections of
the manual and place accepted material in the remaining sections.

3.9.3.2 With this method, the PRINCIPAL INSPECTOR must ensure that a header or footer is on
each page of the approved sections indicating that the material on that page is CAASL-FS
approved.

3,9,3,3 The operator may submit the approved and accepted sections to the PRINCIPAL INSPECTOR
as separate packages.

3.9.4 INTERSPERSED MATERIAL

3.9.4.1 An operator may choose to intersperse CAASL-FS approved material and accepted material
throughout the manual.

3.9.4.2 When an operator chooses this method, the inspector must ensure that the operator has clearly
identified approved material each time it appears in the manual.

3.9.4.3 This method of organization allows for efficient manual use, but makes the operator's
publication process and the approval process difficult.
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3.9.5 APPROVAL DOCUMENT

3.9.5.1 The operator may choose to place material in an "approval document™ solely for the purpose
of obtaining CAASL-FS approval of that material.

a.

b.

An approval document is a document and therefore may not be used as a manual.

After the document has been approved, the operator must develop user manuals which
incorporate the approved information from the document along with detailed, guidance
and supplementary information.

When this method is used, the user manuals are treated as "accepted” material and do
not have to be individually approved.

The inspector must, however, review the user manuals to ensure that the information
in them is consistent with the approval document.

When using this method, the operator may revise the information in user manuals
without prior CAASL-FS approval, provided the revision is consistent with, and does
not conflict with, the information in the approval document.

If the operator or the inspector finds it necessary for the approval document to be
revised, the operator must submit the proposed revision for review and approval.

A revision to an approval document must be approved before the operator can
incorporate the changed information into the user manuals.

When an operator uses this method for submitting manual or checklist material for
CAASL-FS approval, inspectors must ensure that the operator has stated on the first
page of the user manuals that the manual contains CAASL-FS approved material.

The manuals or checklists provided to the user, however, do not have to be specifically
identified as being CAASL-FS approved ones.

3.9.6 SUBMISSION OF MATERIAL

3.9.6.1 During phase one, the inspector should advise the operator on how to submit the documents,
manuals, checklists and subsequent revisions for approval or acceptance.

3.9.6.2 CAASL-FS Approval Submission

a. For material that requires CAASL-FS approval, the inspector should advise the
operator to submit the following—

o Two copies of the document, manual, manual section, checklist, or revision to
be approved; one copy of the printed version of the electronic checklist (as
applicable); one copy of a report indicating differences between the proposed
and current versions of the electronic checklist (as applicable); or
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One copy of the document, manual, manual section, checklist, or revision, and
two copies of the page control sheets for the material (the page control sheets,
must show an appropriate revision number or original page number for each
page, and the effective date of each page)

A copy of any supporting documentation or analysis.

3.9.6.3 CAASL-FS Acceptance Submission

a.

For material that is to be evaluated for acceptance by the CAASL-FS, the inspector

should advise the operator to submit the following:

A copy of the manual, manual section, checklist, or revision to be reviewed

A copy of the page control sheets for the material to be reviewed, when
appropriate

3.9.6.4 Coordination of Submitted Documents

a.

Inspectors should encourage operators to coordinate drafts of manuals and checklists
and revisions before making a formal submission.

Mutual agreement on major points should be reached between the operator and
the inspector before the material is put in final form.

Operators should be advised by the inspectors not to publish or distribute
material requiring CAASL-FS approval until after they have received written
notification that the material has been approved.

An operator who prepares and distributes such material before receiving
approval may have to make costly changes.

The inspector should encourage the operator to establish methods which
streamline and simplify the process for both the operator and the CAASL-FS.

3.10 PHASE TWO: PRELIMINARY REVIEW

3.10.1 Phase two [Initial Application Review] consists of the qualified inspector conducting a
preliminary review (as opposed to a detailed analysis) of the operator's submission. This
preliminary review is intended to ensure that the operator's submission is clear and contains
all required documentation.

3.10.2 The phase two review should be conducted promptly after receipt of the operator's submission.
If after preliminary review, the submission appears to be complete and of acceptable quality,
or if the deficiencies are immediately brought to the operator's attention and can be quickly
resolved, the inspector may begin the phase three in-depth review.

3.10.3 If the submission is incomplete or obviously un-approvable or unacceptable, the process is
terminated and the inspector must immediately return the submission (preferably within 15
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working days) with an explanation of the deficiencies. Inspectors should return the submission
to the operator promptly so that the operator will not erroneously assume that the inspector is
continuing the process to the next phase.

3.11 PHASE THREE: IN-DEPTH REVIEW

3.11.1 Phase three [document verification] is a detailed analysis of the operator's submission.

3.11.2 During this phase, a qualified inspector must review the operator's submission in detail to
determine that the submission is complete and technically correct.

3.11.3 The time to complete phase three depends on the scope and complexity of the submission.
During the phase two initial review, the inspector should determine whether the review can be
completed within 15 working days.

3.11.4 If any part of the submission requires CAASL-FS approval, and the inspector determines that
it will take longer than 30 working days to complete the review and approval process, the
inspector shall give the operator an estimate of the time it should take to complete the process.

3.11.5 The phase three review and analysis should confirm that the operator's submission conforms
to, or is consistent with, the following:

a Air Navigation Regulations (ANR)

b. Criteria and guidance in this manual and the technical sources references

C. The operator's operations specifications (Ops Specs)

d. Criteria and guidance regarding acceptable methods of conformance

e. Applicable aircraft flight manuals, manufacturer's operating bulletins, and
airworthiness directives

f. Safe operating procedures
The operator's cockpit resource management policies

h. State of the Manufacture or Design training Recommendations

3.11.6 The direction and guidance in this chapter for reviewing procedures and checklists have been
developed after consultation with knowledgeable and experienced personnel in the air
transportation industry, aircraft manufacturers, and the CAASL-FS. The information
presented is considered to be the best guidance currently available on the topic. Inspectors
should realize, however, that circumstances vary widely.

3.11.7 The best set of procedures for one circumstance may not work well in another circumstance.
Two recommendations may be in conflict. In such cases, the appropriate resolution must be
achieved through compromise. For example, it may be more important for an operator's
checklist and procedures design policies to be internally consistent than for an individual
procedure to be designed in a specific way.

3.11.8 The inspector should thoroughly consider the operator's experience and history when
evaluating procedures and checklists. When an operator has a history of successful operations,
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the inspector should normally approve submissions consistent with the operator's existing
procedures. When an operator has an incident or accident attributable to crew error, the
inspector must thoroughly examine the basic assumptions and policies in the design of the
operator's checklists and operating procedures.

3.11.9 Review of electronic checklist modifications in applications with the ability to automatically
detect the completion of an action shall include verification that this detection is based on
monitored conditions that are consistent with the objective of the action (for example, a
checklist action item for LANDING GEAR... DOWN would show complete on the sensing of
the gear handle being down and the gear indication being down). The review and verification
should be accomplished using a paper copy of the electronic checklist annotated with the
monitored condition for each action whose completion is automatically detected.

3.12 PHASE FOUR: VALIDATION TESTS

3.12.1 Operators should be encouraged by inspectors to conduct validation tests of operating
procedures and checklists during the development process.

3.12.2 These validation tests should be conducted before the operator submits the proposed
procedures and checklists for CAASL-FS review and approval. Whenever possible, the
inspector or a qualified inspector should observe these tests.

3.12.3 Under certain circumstances a validation test may have to be conducted after the phase three
in-depth review. In other circumstances, especially for minor types of revisions or be
warranted or appropriate.

3.12.4 Before approving operating procedures and checklists, inspectors should consider the
following guidance concerning validation tests.

3.12.4.1 Aircraft operating procedures and checklists should be tested in realistic real time
scenarios, with a full crew complement.

3.12.4.2 Validation tests of normal procedures may be conducted in a simulator, in a training
device, on training flights, or in conjunction with proving tests.

3.12.4.3 Validation tests of non-normal, abnormal, and emergency procedures or checklists
should be conducted in a simulator or training device. Tests of non-normal and emergency
procedures and checklists may be conducted in an aircraft, however, the operator must ensure
that the test can be conducted safely. Testing of non-normal and emergency procedures and
checklists shall not be conducted during revenue service.

3.12.4.4 Operators may submit evidence that a qualified party (such as the manufacturer or
another operator) has already conducted a validation test of a procedure or checklist. When
such evidence is available, the inspector should not require a validation test unless the
operator's circumstances are significantly different from those in which the original tests were
conducted.

3.12.45 Changes in the wording of a procedure may not actually change the procedure. In such
cases, validation tests are not necessary.
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3.12.4.6 Principal inspectors shall require that operators validate the safety and effectiveness of
any addition, deletion, or change of sequence in the steps of a non-normal or emergency
checklist, through validation testing.

3.12.4.7 For those operators who intend to convert immediate action items to or from challenge
do verify items on an emergency checklist, Principal inspectors shall require that they test the
modified procedure to ensure that it is safe, effective, and has no adverse effects.

3.12.4.8 The addition or deletion of individual items to a normal phase checklist does not
usually need to be validated by a test. If the principal inspector is of the opinion that the change
significantly alters crewmember assignments or workload distribution, the principal inspector
shall require a validation test.

3.12.5 While electronic checklists must comply with the same guidelines discussed here,
modification to an existing electronic checklist does not in itself require a validation test if the
principal inspector deems the modification to be minor.

3.13 PHASE FIVE: GRANTING CAASL-FS APPROVAL

3.13.1 Phase five consists of the principal inspector granting CAASL-FS approval to manuals,
manual sections, and checklists. During this phase the principal inspector must formally notify
the operator of the approval and also complete a specific record of the approval.

3.13.2 NOTIFICATION OF APPROVAL

3.13.2.1 When the principal inspector decides to approve a document, manual, manual section,
or checklist, the following procedures apply:

a. For a document, manual, or checklist that contains page control sheets, the principal
inspector shall annotate both copies of the page control sheets with the phrase "CAASL
Approved.” Under the words "CAASL Approved,” principal inspectors shall enter the
effective date of approval and sign both copies. In the absence of a control page the
principal inspector may use a stamp to add the approval annotation on each sheet.

b. For manuals, manual sections, or checklists that do not contain page control sheets, the
approval annotation must be placed by the principal inspector on each page of the
material. In this case the approval annotation must be made on two copies of the
material. The annotation shall be the same as discussed in previous paragraph. This
procedure should be used only for very short manuals, manual sections, or checklists
(usually fewer than 5 pages) or when the use of page control sheets are not practical or
serve little purpose.

C. When page control sheets are used, the principal inspector shall return one copy of the
annotated page control sheets to the operator. In the remaining cases one copy of the
approved material must be returned to the operator with a notification letter which
states that the material is approved. This letter should also contain a statement advising
the operator to maintain for its records the signed page control sheets or the material
with the approval annotation. The principal inspector shall retain the second copy of
the signed page control sheets or the annotated material in the CAASL-FS files.
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d. When electronic checklists are submitted for approval, the operator will prepare a
release/cover sheet for the printed version of the electronic checklist. The release/cover
sheet will contain the pre-printed words and lines as discussed in previous paragraph.
The principal inspector's annotation shall also be the same.

3.13.3 NOTIFICATION OF DISAPPROVAL

3.13.3.1 The coordination, revision, and editing activities that take place throughout all phases
of the process should eventually result in approved products.

3.13.3.2 Under certain circumstances, however, it may be appropriate for the principal inspector
to terminate the process. For example, the operator may not take any action on the material
for 30 days.

3.13.33 To terminate the approval process, the principal inspector shall return the entire
submission to the operator with a letter which states that the CAASL-FS is unable to grant
approval, along with the reasons why it cannot be granted.

3.13.4 CAASL-FS OFFICE RECORDS

3.134.1 The principal inspector shall maintain a record of approval for each operator submitted
document, manual, manual section, and checklist.

3.13.4.2 Records of approval to revisions of this material must also be maintained. The records
should consist of page control sheets (or approved material if page control sheets are not used),
notification letters, and any other related correspondence.

3.13.4.3 While superseded portions of documents, manuals, or checklists do not have to be
retained, principal inspectors may retain this type of material if they determine that it is
appropriate.

3.13.4.4 The principal inspector should include with the material in the operator's file a brief
memorandum containing the reasons for retaining the material.

3.13.5 NOTIFICATION OF DEFICIENCIES

3.135.1 When any portion of approved material that is currently in use is found to be deficient,
the principal inspector shall notify the operator and request prompt action to resolve the
deficiency. Deficiencies can usually be resolved through an informal process; however, when
this cannot be done, the principal inspector must formally notify the operator by letter that the
deficiency must be corrected.

3.13.5.2 Deficiency Involves CAASL-FS Approved Material
a. If the deficiency involves CAASL-FS approved material, the letter must contain a clear

statement that CAASL-FS approval of the material will be withdrawn as of a specific
date if corrective action is not taken.
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b. The letter should also contain a statement that the material does require CAASL-FS
approval and that after the specified date, any operations without that approval will be
in violation of the ANR.

3.135.3 Deficiency Involves Operator Developed Material
a. If the deficiency involves operator developed material that is accepted by the CAASL-
FS, the letter should clearly indicate the material that is deficient and the reasons why
it is deficient.
b. If, after such notification, the operator still fails to take appropriate corrective action,

the principal inspector should attempt to negotiate a reasonable solution.

C. When these attempts fail, the principal inspector may, with the FS Director’s approval,
amend the operator's Operations Specifications to withdraw the authorization for
conducting the operations affected by the deficiency.

3.13.6 EMERGENCY REVISIONS

3.13.6.1 For safety reasons, an operator may sometimes find it necessary to immediately revise
CAASLFS approved material before there is an opportunity to coordinate the revision with
the principal inspector.

3.13.6.2 In such cases, the operator should take action as necessary to make the revision
effective (such as alert bulletins and dispatch messages).

a. For example, an operator may become aware of a deficiency after business hours, on
a weekend, or on a holiday. In such cases, the operator should take immediate action.

3.13.6.3 When emergency revisions to CAASL-FS approved material are made, the operator
shall notify the PRINCIPAL INSPECTOR of the revision at the earliest practical opportunity
(first working day after the action).

3.13.6.4 Because there are a wide variety of reasons that an emergency revision action may be
necessary, the principal inspector must determine the best course of action to be taken after
being notified of the emergency revision. Principal inspectors shall make assigned operators
aware of this guidance.

3.13.6.5 The Holder of an AOC shall amend or revise all the manuals as necessary to ensure
that the information contained in therein is kept up to date pertaining to Flight Operations.
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Chapter 4 - FLIGHT DECK EN-ROUTE INSPECTION

4.1

411

4.1.2

413

414

415

4.1.6

4.1.7

FLIGHT DECK EN-ROUTE INSPECTIONS AREAS

Inspectors should consider all inspection areas, both internal and external to the AOC holder,
to be of equal importance. Four general inspection areas have been identified for observation
and evaluation by inspectors during en-route inspections.

The "crewmember" inspection area applies to both flight crewmembers and cabin
crewmembers. Inspectors should evaluate such items as crewmember knowledge, ability, and
proficiency by directly observing crewmembers performing their respective duties and
functions. The checklist contains a list of reminder items that should be observed in the
crewmember inspection area. These items are not all-inclusive but represent the types of items
inspectors should evaluate during a flight deck en-route inspection.

The "flight conduct™ inspection area relates to 10 specific phases of flight that can be observed
during an en-route inspection. The checklist contains a list of the items that should be
evaluated by inspectors during these phases of flight. These items are not all-inclusive and in
some cases (such as "power-back™) may not be applicable to the flight conducted. Inspectors
are, however, encouraged to observe, evaluate, and report on as many of these items as
possible.

The "airport/heliport” inspection area pertains to the various elements of airports or heliports
that are passed through during the flight such as runways, taxiways, ramps, and aircraft ground

movements. Inspectors should observe and evaluate as many of these elements as
possible during an en-route inspection.

The "ATCl/airspace" inspection area pertains to the various elements of Air Traffic Control
and national or international airspace systems. These elements should be observed and
evaluated by inspectors during en-route inspections. From an operational standpoint, these
evaluations are a valuable information source which can be used not only to enhance safety
with respect to air traffic control and the airspace system, but also to enhance the effectiveness
of en-route and terminal facilities and procedures.

Although these four general inspection areas cover a wide range of items, they are not the only
areas that can be observed and evaluated during flight deck en-route inspections. Inspectors
may have the opportunity to evaluate many other areas, such as line station operations, flight
control procedures, and cabin crews in the performance of their duties. These types of
inspection areas can often be observed before a flight begins, at en-route stops, or at the
termination of a flight.

Elements of the aviation system which are internal to the AOC holder and that can be observed
during en-route inspections, are items such as the following:

a. Crewmembers
b. AOC holder manuals and checklists
C. Use of MELs and CDLs
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Operational control functions (dispatch, flight following, flight locating)
Use of checklists, approved procedures, and safe operating practices
Crew coordination/flight deck resource management

Cabin safety

Aircraft condition and servicing

Training programme effectiveness

—STQ e o

Elements of the aviation system which are external to the AOC holder and that can be observed
during en-route inspections, are items such as the following:

Airport/heliport surface areas
Ramp/gate activities

Airport construction and condition
Aircraft movements

ATC and airway facilities

ATC and airspace procedures
IAPs, SIDs, and STARs
Navigational aids
Communications

—STQ@ e o0 o

A Flight Operations Inspection is the inspection and surveillance of an aircraft and its technical
crew on a revenue-earning line operation conducted according to normal company procedures.
The purpose of this inspection is to ensure that operations are conducted in accordance with
regulatory requirements and to assess:

a. The operational effectiveness of the operating crew
b. The effectiveness of company procedures
C. The effectiveness of other interrelated systems and procedures — for example,

airspace, ATC, FAC, etc.
EN-ROUTE INSPECTION: GENERAL

BEGINNING THE INSPECTION.

4.2.1.1 The Inspector should—

4.2.2

a. Display an ID card and issue a CAASL-FS authorization form.

b. Introduce yourself to the aircraft captain, stating your name and the purpose of the
inspection.

C. Occupy an observer’s seat on the flight deck or, when the aircraft requires a single

pilot, the vacant control seat.

CONDUCTING THE INSPECTION

4.2.2.1 The inspector should carry out the inspection on a non-interference basis, using the proper

checklist.

a. Do not distract the crew from their primary task of operating the aircraft
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b. Be familiar with the relevant section of the AOC holder’s Operations Manual
concerning the carriage of staff in the jump seat

C. Be aware of any sterile flight deck provisions

d. Monitor the radio and be aware of the need for checklist calls, when conversing with
the crew

e. Regard the crew as a sample product of the AOC holder’s training and checking
organization

f. Regard the aircraft airworthiness status as a sample product of the AOC holder’s

maintenance planning and control organization.

4.2.2.2 The inspector should not intervene in the conduct of the flight unless he or she is of the opinion
that failing to intervene would jeopardize the safety of the aircraft. The inspector must alert
the crew to a condition that they have failed to note which may result in an unsafe situation,
compromise compliance with the regulations or aircraft structural limitations.

4.2.3 CONCLUDING THE INSPECTION
4.2.3.1 at the conclusion of the inspection—
a. Do not debrief the crew on the results of the inspection, unless you have an immediate

safety of flight issue, such as an aircraft unable or unsafe to fly or questions concerning
crew competency to operate safely. These types of situations are rare.

b. Complete the appropriate checklist and notes.

C. Complete the safety issue resolution form(s); and

d. Make the necessary notifications for safety issue resolution with the affected post
holders.

4.2.4 NOT QUALIFIED ON AIRCRAFT

4.2.4.1 If the inspector is not pilot-qualified_on the aircraft, it is not necessary to do any debriefing. A
simple “thank you for the flight” is an acceptable verbiage for departing the aircraft.

425 NO DEBRIEFING ISSUES

4.2.5.1 If the inspector is pilot-qualified and has no debriefing issues, the proper phraseology to use
IS “I have no de-briefing items, thank you for a safe flight.”

4.2.6 PROPER APPROACH TO DEBRIEFING ISSUES

4.2.6.1 If the inspector, regardless of technical qualification, believes that it is necessary to cover any
debriefing issues with the flight crew, it is better to use a non-confrontation approach. The
best method is to ask a clarifying question to discuss the issues and give the crew members
the opportunity to explain. For example, where the flight crew failed to make a takeoff profile
callout, a question, such as “Is the 80 knot callout and crosscheck still a company takeoff
callout?” This brings the issue to their attention, but is not accusatory.

4.2.6.2 The next step is crucial. After their explanation, politely close the discussion with the words,
“Thank you for your explanation.” Do not engage in further discussion or attempt to correct
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any apparent misconceptions. You should at this point have the necessary information to
discuss this issue with the appropriate company post holder.

4.3 EN-ROUTE INSPECTIONS: LIMIT ON THE NUMBER OF INSPECTORS

4.3.1 Asaqgeneral guideline, only one inspector should conduct a flight deck en route inspection of
a given aircraft on a particular flight unless special circumstances exist.

4.3.2 Except for the conduct of demonstration flights, the only time two Inspectors would occupy
the flight deck at the same time is during inspector training. This requires company consent.
There may be occasions when one Inspector conducts a flight deck inspection while another
conducts a cabin safety inspection, or, on a large aircraft, more than one inspector may be in
the cabin to observe different components. These situations should be infrequent once an AOC
holder has achieved a satisfactory standard of operations.

4.4 PREPARATION FOR EN-ROUTE INSPECTION
441 COMPANY OPERATING PROCEDURES

4.4.1.1 Before conducting en-route inspections, it is important that inspectors become familiar with
the operating procedures and facilities used by the AOC holder.

4.4.1.2 Inspectors can obtain such familiarization by reviewing pertinent sections of the AOC holder's
manuals and by asking questions of, and obtaining briefings from, the FOI or other inspectors
who are acquainted with the AOC holder's procedures and facilities.

4.4.1.3 The inspector is encouraged to comment on any procedure believed to be deficient or unsafe
in the inspection report.

4.4.1.4 However, the inspector must use good judgment when debriefing crewmembers about
procedures that may be specifically approved for that AOC holder.

442 SCHEDULING THE JUMPSEAT

4.4.2.1 The AOC holder is to ensure that there are established procedures to be used by inspectors for
scheduling the observer's seat (jump seat).

4.4.2.2 These procedures allow inspectors to have free, uninterrupted access to the jump seat.
Inspectors should, however, make jump seat arrangements as far in advance as possible. Since
inspectors may have sudden changes in schedule, and may not always be able to provide the
appropriate advance notice, the AOC holder's procedures are flexible and permit use of an
available jump seat on short notice.

4.4.2.3 Whenever possible, inspectors should plan flight deck en-route inspections in a manner that
will avoid disruption of AOC holder scheduled line checks and line flying under supervision
flights. Should an inspector arrive for a flight and find a line check or line flying under
supervision in progress, the inspector must determine whether or not it is essential that the
flight deck en-route inspection be conducted on that flight. If it is essential, the AOC holder
must be so advised by the inspector and must make the jump seat available to the inspector. If
the flight deck en-route inspection can be rescheduled and the objectives of the inspection can
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stlll be met, the inspector should make arrangements to conduct the inspection on another
flight.

4.4.2.4 When a required check ride is being conducted by a training captain from the forward jump
seat and the en-route inspection is essential, the inspector should occupy the second jump seat,
if one exists. On line flying under supervision flights, the training captain should normally
occupy one of the pilot seats and the inspector should occupy the forward jump seat. When it
is essential that the en-route inspection be conducted on an aircraft that does not have two
jump seats, the training captain must occupy a pilot seat and the inspector should occupy the
jump seat. In such a case, the flight crewmember not being checked must either be seated in
the cabin or not accompany the flight.

443 AMPLIFIED INSPECTOR REPORTING INSTRUCTIONS

4.4.3.1 Aninspector should begin a flight deck en-route inspection a reasonable amount of time before
the flight (approximately 1 hour) by reporting at the operations area or at the gate. There the
inspector must first complete the necessary jump seat paperwork for inclusion in the AOC
holder's passenger manifest and weight and balance documents. The flight crew should then
be located by the inspector.

4.4.3.2 After the inspector gives a personal introduction to the flight crew which includes presentation
of CAASL-FS authorization, the inspector must inform the PIC of the intention to conduct an
en-route inspection.

4.4.3.3 The inspector should then request that, at a time convenient for the flight crew, the flight crew
present both their airman and medical certificates to the inspector for examination. Also, the
inspector should request that, at a convenient time, the flight crew present flight information
such as weather documents, NOTAMs, planned route of flight, dispatch or flight release
documents, and other documents with information about the airworthiness of the aircraft to
the inspector for examination.

444 LATE BOARDING SITUATIONS

4.4.4.1 Sometimes an inspector cannot meet and inform the PIC of the intention to conduct an en-
route inspection before boarding the aircraft.

4.4.421In such a case, when boarding the aircraft, the inspector should make appropriate
introductions, present CAASL-FS Authorization for the PIC’s inspection at the earliest
convenient opportunity, and inform the flight crew of an intention to conduct a flight deck
inspection.

4.4.4.3 In this situation a cabin crew member will usually be at the main cabin entrance door. One of
the cabin crew's primary duties is to ensure that only authorized persons enter the aircraft such
as ticketed passengers, caterers, and authorized company personnel.

4.4.4.4 Therefore, an inspector should be prepared to present CAASL-FS Authorization and any
applicable jump seat paperwork to the cabin crew as identification before entering the flight
deck.
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4.4. 4 5 When boarding the aircraft, an inspector should also avoid unnecessarily impeding passenger
flow or interrupting cabin crews during the performance of their duties. Also, during this time
an inspector usually has ample opportunity to observe and evaluate the AOC holder's carry-
on baggage procedures and the gate agent's or cabin crew's actions concerning oversized items.

Once inside the flight deck, the inspector should request an inspection of each flight
crewmembers airman and medical certificates, if not previously accomplished. When the
flight crew has completed reviewing the aircraft logbooks (or equivalent documents), the
inspector should inspect the logbooks to determine the airworthiness status of the aircraft.

445 INFLIGHT

4.4.5.1 The inspector should wear a headset during the flight. During flight deck en-route inspections,
inspectors must try to avoid diverting the attention of flight crewmembers performing their
duties during "critical phases of flight."

4.4.5.2 Inspectors must be alert and point out to the flight crew any apparent hazards such as
conflicting traffic.

4.4.5.3 If during an en-route inspection, an inspector becomes aware of a potential violation or that
the flight crew is violating a regulation or an ATC clearance, the inspector must immediately
inform the PIC of the situation.

446 CHECKLIST

4.4.6.1 Inspectors should use the Flight deck En-route Inspection checklist (see Checklist OP-001)
while conducting these inspections.

4.4.6.2 This checklist contains a list of reminder items for the specific inspection areas that should be
observed and evaluated. Items may be evaluated during an en-route inspection which is not
listed in the check list.

4.4.6.3 For such items, inspectors should use the remarks section to record these comments and notes
during the inspection which can later be transferred to a Safety Issue Resolution Report.

45  SPECIFIC FLIGHT DECK CONDUCT

4.5.1.1 Once situated in the flight deck, the inspector should check the jump seat oxygen and
emergency equipment (if applicable) and connect the headset to the appropriate interphone
system. The PIC or a designated crewmember should offer to give the inspector a safety
briefing. If the PIC does not make such an offer, the inspector should request a briefing. It is
important that the inspector monitor all radio frequencies being used by the flight crew to
properly valuate ATC procedures, flight crew compliance, transmission clarity, and radio
phraseology. The monitoring of these frequencies also ensures that the inspector does not
inadvertently interfere with any flight crew communications. Inspectors should continuously
monitor these frequencies to remain aware of the progress of the flight.

4.5.1.2 Inspectors should observe and evaluate the crew during each phase of flight. This should
include an evaluation of crewmember adherence to approved procedures and a proper use of
all checklists. The inspector should also observe the PIC’s crew management techniques,
delegation of duties, and overall conduct. All crewmembers must follow sterile flight deck

Chapter 4 - Flight Deck En-Route Inspection Page; 4- 6 Date; 05 April 2018
SLCAP 4200 Operations Inspectors Hand Book 2" Edition Rev. No. 00




CIVIL AVIATION AUTHORITY OF SRI LANKA
procedures Some of the areas that should be observed and evaluated during each flight phase
are as follows:

45.2 PREFLIGHT

4.5.2.1 Inspectors should determine that the flight crew has all the necessary flight information
including the appropriate weather, dispatch, or flight release information; flight plan;
NOTAMs; and weight and balance information.

4.5.2.2 MEL items should be resolved in accordance with the AOC holder's MEL and appropriate
maintenance procedures. Inspectors should observe the flight crew performing appropriate
exterior and interior pre-flight duties in accordance with the AOC holder's procedures.

45.3 PREDEPARTURE

4.5.3.1 Inspectors should observe the flight crew accomplishing all pre-departure checklists, take-off
performance calculations, and required ATC communications. The flight crew should use
coordinated communications (via hand signals or the aircraft interphone) with ground
personnel. Often pushback clearance must be obtained from the appropriate ATC or ramp
control facility. When weight and balance information is transmitted to the aircraft by
company radio during the outbound taxi, the flight crew should follow the AOC holder's
procedures as to which crewmember receives the information and completes the final takeoff
performance calculations and which crewmember monitors the ATC frequency. The inspector
should observe the following:

Accomplishment of checklists during taxi

Adherence to taxi clearances

Control of taxi speed

Compliance with hold lines

Flight crew conduct of a pre-takeoff briefing in accordance with the AOC holder's
procedures.

45.4 FOI EVALUATION: TAKEOFF

4.5.4.1 The takeoff procedure should be accomplished as outlined in the AOC holder's approved
manoeuvres and procedures document.

®o0 o

a. Inspectors should observe and evaluate the following items or activities during the
takeoff phase:

Aircraft centreline alignment

Use of crosswind control techniques

Application of power to all engines

Takeoff power settings

Flight crew callouts and coordination

Adherence to appropriate takeoff or V speeds

Rate and degree of initial rotation

Use of flight director, autopilot, and auto throttles

Gear and flap retraction schedules and limiting airspeeds

Compliance with the ATC departure clearance or with the appropriate published
departure

AT S@ e oo0o
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455 FOI EVALUATION: CLIMB

4.5.5.1 The climb procedure should be conducted according to the outline in the AOC holder's
approved manoeuvres and procedures document. Inspectors should observe and evaluate the
following items and activities during the climb phase of flight:

Climb profile/area departure

Airspeed control

Navigational tracking/heading control
Power plant control

Use, of radar, if applicable

Use of auto flight systems
Pressurization procedures, if applicable
Sterile flight deck procedures
Vigilance

Compliance with ATC clearances and instructions
After takeoff checklist

X SQ@oho o0 o

45.6 FOI EVALUATION: CRUISE

4.5.6.1 Procedures used during cruise flight should conform to the AOC holder's procedures.
Inspectors should observe and evaluate the following areas during the cruise phase of flight:

Cruise Mach/airspeed control

Navigational tracking/heading control

Use of radar, if applicable

Use of turbulence procedures, if applicable

Monitoring fuel used compared to fuel planning

Awareness of Mach buffet and maximum performance ceilings
Coordination with cabin crew

Compliance with oxygen requirements, if applicable

Vigilance

Compliance with ATC clearances and instructions

—-mSemeaoose

45.7 FOI EVALUATION: DESCENT

4.5.7.1 Procedures used during descents should conform to the AOC holder's procedures. Inspectors
should observe and evaluate the following areas during the descent phase of flight:

Descent planning

Crossing restriction requirements

Navigational tracking/heading control

Use of radar, if applicable

Awareness of Vmo/Mmo speeds and other speed restrictions
Compliance with ATC clearance and instructions

Use of auto flight systems

Pressurization control, if applicable

Area/situational awareness

J- Altimeter settings
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Briefings, as appropriate
Coordination with cabin crew
Sterile flight deck procedures
Completion of appropriate checklist
Vigilance

45.8 FOI EVALUATION: APPROACH

4.5.8.1 Procedures used during the selected approach (instrument or visual) should be accomplished
as outlined in the AOC holder's manoeuvres and procedures document. Inspectors should
observe and evaluate the following areas during the approach phase of flight:

Approach checklists

Approach briefings, as appropriate

Compliance with ATC clearances and instructions
Navigational tracking/heading and pitch control
Airspeed control, VREF speeds

Flap and gear configuration schedule

Use of flight director, autopilot, auto throttles
Compliance with approach procedure

Sink rates

Stabilized approach in the full landing configuration
Flight crew callouts and coordination

Transition to visual segment, if applicable

—RT T SQ@P o0 T

459 FOI EVALUATION: LANDING

4.5.9.1 Procedures used during the landing manoeuvre should conform to those outlined in the AOC
holder's manoeuvres and procedures document. Inspectors should observe and evaluate the
following areas during the landing phase of flight:

Before landing checklist

Threshold crossing height (TCH)

Aircraft centreline alignment

Use of crosswind control techniques

Sink rates to touchdown

Engine spool up considerations

Touchdown and rollout

Thrust reversing and speed brake procedures
Use of auto brakes, if applicable

Braking techniques

Diverting attention inside the flight deck while still on the runway
After landing checklist

—RT T SQ 000 o

45.10 ALL INSPECTORS: PRE-ARRIVAL

45.10.1 Pre-arrival and parking procedures should conform to the AOC holder's procedures as
outlined in the appropriate manual. Inspectors should evaluate crew accomplishment of after
landing checklists, ground crew parking, and passenger deplaning procedures.

Chapter 4 - Flight Deck En-Route Inspection Page; 4- 9 Date; 05 April 2018
SLCAP 4200 Operations Inspectors Hand Book 2" Edition Rev. No. 00




2 CIVIL AVIATION AUTHORITY OF SRI LANKA
45.11 ALL INSPECTORS: ARRIVAL

< Chitv
g

45111 Inspectors should observe and evaluate the flight crew complete post flight duties such
as post flight checks, aircraft logbook entries, and flight trip paperwork completion and
disposition.

4.5.12 OTHER INSPECTION AREAS

45.12.1 During the en-route inspection, inspectors should observe and evaluate other
inspection areas, such as ATC and airspace procedures and airports or heliports the flight
transits during the flight deck en-route inspection.

45.12.2 When evaluating airports or heliports, inspectors should observe the condition of
surface areas, such as ramp and gate areas, runways, and taxiways. The following list contains
other areas which may be observed and evaluated by inspectors during flight deck en-route

inspections:

a. Taxiway signs, markers, sterile areas, and hold lines

b. Ramp vehicles, equipment, movement control

C. Aircraft servicing, parking, and operations

d. Obstructions, construction, and surface contaminants (such as ice, slush, snow, fuel

spills, rubber deposits)
Snow control, if applicable
f. Security and public safety

®

45.12.3 During flight deck en-route inspections, inspectors have the opportunity to observe and
evaluate ATC operations and airspace procedures from the vantage point of the aircraft flight
deck. Inspectors may observe and evaluate the following areas from the flight deck:

Radio frequency congestion, overlap, or blackout areas

Controller phraseology, clarity, and transmission rate

ATIS

Use of full call signs

Simultaneous runway use operations

Clearance deliveries

Acceptable and safe clearances

Aircraft separation standards

Acceptability of instrument approach procedures, departure procedures, and feeder
routings

—SQ@ e o0 o
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APPENDIX 4A

)
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Form No. CAA/OP/060

Civil Aviation Authority Sri Lanka
Air Operator Flight Deck En Route Inspection Report

Date: Operator:
Route: Flight No: Aircraft Type: Registration No:
Captain: Licence No: First Officer: Licence No:
Other Flight Crew: Cabin Crew In- Inspector:

Charge:

S=Satisfactory; U=Unsatisfactory; N/O =Not Observed: N/A =Not Applicable

A. CREWMEMBERS 3. Taxi 7. Descent
1. Licenses - Observance of Taxiway ------ - Planning
2. Knowledge - Signs and Markings ----------- - Crossing Restrictions ---------
- AFM - Cockpit Setup/Checklist ------ - Navigational Tracking
- FOM - Pre-takeoff Briefing ----------- /Heading Control -------------
Civil Aviation Regulations --- - Awareness/Vigilance --------- - Radar
- MEL/CDL 4. Takeoff - Speed Awareness -------------
- Checklists/ Bomb Search ----- - Alignment - ATC Compliance -------------
3. Proficiency - Power Application ------------ -  FD/AP/AT/FMS ---m-mmeemeeee
4. Situational Awareness - Power Setting ------------------ - Pressurization Control --------
5. Conformity - Crosswind Control ------------ - Altimeter Settings -------------
6. Manuals - Callouts/Coordination -------- - Briefings
- Available -V Speeds - Coordination with Cabin -----
- Current - Rotation - Sterile Cockpit ----------------
7. Coordination with Crew - FD/AP/ATIFMS --------=----- - Checklist
(Flight/Cabin) - Gear/Flap retraction ---------- - Vigilance
8. Use of Checklists - Radar/Weather Avoidance --- 8. Approach
9. Required Equipment 5. Climb - Briefing
- Flash Light - ATC Compliance ------------- - ATC Compliance -------------
- Spectacles - Climb Profile -----------=------ - Navigation ---------=-----------
B. FLIGHT CONDUCT - Airspeed/Mach Control ------ - Airspeed/Vref Control -------
1. Pre Flight - Navigation ------------=------- - Gear and Flap Extension -----
- Flight Plan ------------nnnnmmeev - Power Plant Control ---------- - FD/AP/AT/FMS --cmmmmmmeeee
- Dispatch Release -------------- - Radar/Weather Avoidance --- - Approach Procedure ----------
Weather/Volcanic Ash - FD/AP/AT/FMS -------------- - Sink rates

reporting

NOTAMS
Load Information
MEL Items
Exterior and Interior
Aircraft Inspection

Pressurization Procedures ---
Sterile Cockpit
Vigilance

Stabilized Approach
Callouts/Coordination
Transition to Landing

6. Cruise

Mach/Airspeed Control

9. Landing

Before Landing Checklist ----
TCH
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- Performance Calculations --
- ATC Communications -------
- Ground Crew Coordination -

- Pushback
- Engine Start -------------------
- Use of FMS if installed ------

- Navigational Tracking /
Heading Control --------------
- Radar
- Turbulence Procedures -------
- Flight Plan/Fuel Monitoring -
- Performance Awareness -----
- Coordination with Cabin ------
- 02 Use
- Vigilance
- ATC Compliance -------------

- Centerline Alignment --------
- Crosswind control ------------
- Sink rates
- Power Control ----------------
- Touchdown and Rollout -----
- Speed brake/Thrust Reverse -
- Braking
- Nose Wheel Steering ---------
- Vigilance
- Adherence to Clearances -----
- Speed/Directional Control ---

10. Arrival
- Taxi
- Parking
- Ground Crew ------------------
- Coordination -------------------

6. Obstructions/Construction/
Contaminates

7. FOD

8. Snow Control

9. Security and Public Safety

2. Controller Communications
Phraseology
Clarity
Transmission Rate ----------------

3. Signs/Markings

4. Ramp Vehicle Control

5. Aircraft Movement

Blackout Areas ----------------

11. Post-Arrival 10. Navaids/Approach Lighting 3. ATIS

- Post Flight Checks ------------ and Communications Clarity

- Logbooks/Paperwork -------- D. AIR TRAFFIC CONTROL Currency

C. AIRPORTS 1. Radio Frequencies 4. Departure and Approach
1. Surface Condition - Congestion -------------------- Instructions

2. Lighting - Overlap 5. Clearance Deliveries

Responsiveness -------------------
Acceptable and Safe Clearances

6. Aircraft Separation

7. Controller Situational
Awareness

REMARKS:

INSPECTOR SIGNATURE:
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Chapter 4 - Flight Deck En-Route Inspection Page; 4- 13 Date; 05 April 2018

SLCAP 4200 Operations Inspectors Hand Book 2" Edition Rev. No. 00




< ©) =

CIVIL AVIATION AUTHORITY OF SRI LANKA

Chapter 5 - CABIN EN-ROUTE INSPECTIONS

51 CONSIDERATIONS FOR CABIN EN-ROUTE INSPECTIONS

5.1.1 Cabin en-route inspections provide the CAASL-FSS with information concerning cabin crew
training programmes, operator procedures, and the condition and maintenance of aircraft
emergency equipment and furnishings.

5.1.2 Follow the guidelines for beginning a flight deck en-route, but—

5.1.2.1 Advise the crew that you plan to occupy a spare cabin seat on an opportunity basis.

5.1.2.2 Introduce yourself to the senior cabin crew member, stating your name and the purpose of the
inspection.

5.1.2.3 If a seat is available, remove your ID before proceeding to the specific seat.
5.1.2.4 If there is adequate time before boarding request the cabin crew documents for review.
5.1.2.5 Otherwise, take the seat and observe the cabin crew action without comment.

5.1.3 A general guideline is if passengers have been boarded or are in the process of emplaning or
deplaning, you should not act so as to not distract the cabin staff from carrying out their duties.

5.1.4 At other times and at your discretion, you may request information or ask individual cabin
crew members to locate and/or describe the use of items of safety equipment.

5.1.5 Do not delay members of the cabin staff who are required to connect with another flight or
cause the aircraft to be delayed as a result of your inspection, unless you believe that essential
safety items are not on board.

5.1.6 If you have sufficient time when passengers are not on board, before or after the flight, conduct
a cabin interior ramp inspection using the appropriate checklist.

5.2 CABIN EN-ROUTE INSPECTION AREAS

5.2.1 Three general areas have been identified for inspectors to observe and evaluate during cabin
en-route inspections. Each area should be considered to be of equal importance. The three
inspection areas are as follows—

a. Cabin (Interior). The interior inspection area applies to the airworthiness of the
aircraft cabin and the condition and availability of aircraft cabin emergency equipment
and furnishings.

b. Crewmember. The crewmember inspection area applies to CCMs who perform
assigned safety duties during the flight. Inspectors should evaluate such items as
crewmember knowledge, ability, and proficiency by directly observing CCMs
performing their assigned safety duties and functions.
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C. Flight Conduct. The flight conduct inspection area relates to the specific phases of the
flight that can be observed during the cabin en-route inspection. This includes a wide
range of items, including CCM and flight crewmember coordination of the
performance of duties. These types of areas can often be observed before beginning a
flight, at en-route stops, or at the termination of a flight.

5.3 INITIATION AND PLANNING

5.3.1 Inspectors conducting cabin en-route inspections should make arrangements for the inspection
as far in advance of the flight as possible.

5.3.2 Inspectors who have not provided the operator with the appropriate advance notice should not
insist on a seat if the flight is full.

5.3.3 Inspectors conducting an en-route inspection on aircraft with a flight deck jump seat must
occupy that position rather than displace a revenue passenger.

5.3.4 AOC holders should not attempt to displace the inspector in favour of a passenger when
notification has been provided. However, bumping a revenue passenger should only be done
when there is no acceptable, alternative means of accomplishing the inspection. Inspectors are
expected to exercise sound judgment in these matters.

a. When it is necessary to board a flight at an intermediate stop, the inspector will make
every effort to advise the pilot in command (PIC), prior to boarding the flight, that a
cabin en-route inspection will be conducted.

b. The inspector must conform to the operator's approved carry-on baggage programme.
If there is any concern that the inspector's carry-on baggage will exceed operator
limitations, the baggage should be checked.

54  PERFORMING THE CABIN EN-ROUTE INSPECTION

5.4.1 The attention of the CCMs must not be diverted from assigned duties including passenger
boarding, deplaning, and in-flight service. Surveillance of CCM awareness and the following
of safety related procedures should continue during the flight.

5.4.2 INTERIOR INSPECTION

5.4.2.1 This inspection should be performed without disturbing the boarding or deplaning of the
passengers. Any discrepancies noted should be brought immediately to the attention of the
lead CCM or the PIC.

5.4.2.2 Crewmembers should initially be briefed to continue their assigned duties as if the inspector
were not present. The inspector should then request that a crewmember provide an CCM
manual and be available for a discussion relating to the crewmember's duties, at the
crewmember's earliest convenience.
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5.4.2.3 Some operators require CCMs to accomplish a pre-flight inspection of at least some of the
emergency and safety equipment in the cabin. In such a case, the inspector should observe the
FA inspect the equipment and then perform an additional inspection of selected equipment.

5.4.2.4 When a CCM pre-flight equipment inspection is not required by the operator or has already
been performed, the inspector should inspect the equipment. If there is not enough time to
inspect the emergency equipment before the flight, the inspector may choose to inspect it after
the flight.

5.4.2.5 Inspectors should avoid impeding the flow of passenger traffic or in any way interfering with
crewmembers conducting their respective duties. Since passengers are naturally curious about
an inspector's activities, it is recommended that reasonable passenger inquiries be answered in
a brief, factual, and courteous manner.

5.4.3 INFLIGHT MONITORING
5.4.3.1 This phase of the inspection includes the activities associated with boarding, pre departure, in-

flight, and landing. During this part of the inspection, the inspector will have the opportunity
to do the following—

a. Evaluate operator procedures

b. Determine adherence to company policy, safety regulations, and safe operating
practices

C. Monitor passenger safety

544 REQUIRED CABIN CREWS

5.4.4.1 When regulations require cabin crews for the operation of a flight, the number of cabin crew
members required is based on the number of passenger seats and/or the emergency evacuation
demonstration.

5.4.4.2 The number of required CCMs for each make, model and series aircraft used by the operator
is listed in the operations specifications (Ops Specs).

5.4.4.3 There must always be a full complement of CCMs at originating and terminating points when
passengers are on board. AOC holders may at intermediate stops, may reduce the number of
required CCMs by dividing the number of CCMs by two and rounding down. Regulations
permit an operator to substitute personnel, qualified in emergency evacuation procedures for
that specific aircraft, at intermediate stops. Substitute personnel must be easily identified.

5.4.4.4 Additional, non-required, CCMs may be used by the operator.

5.5 DEFERRED MAINTENANCE

55.1 MINIMUM EQUIPMENT LIST (MEL), DEFERRED MAINTENANCE

5.5.1.1 The operator's approved MEL allows the operator to continue a flight or series of flights with

certain inoperative equipment. The continued operation must meet the requirements of the
MEL deferral classification and the requirements for the equipment loss.
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5.5.2 OTHER DEFERRED MAINTENANCE

5.5.2.1 Operators frequently use a system to monitor items that have previously been inspected and
found to be within serviceable limits. These items are still airworthy yet warrant repair at a
later time or when items no longer meet serviceable limits. This method of deferral may
require repetitive inspections to ensure the continuing airworthiness of the items. Examples of
items that are commonly deferred in this manner are overhead storage bins, seatbelts, and
interim airworthy repairs.

5.5.2.2 Passenger convenience item deferrals that are not safety or airworthiness related should be
handled per the guidelines of the operator's programme. This may include a cabin log.

56  COORDINATE WITH THE OPERATOR

5.6.1 The inspector should coordinate with the operator at least 1 hour prior to the flight. While
coordinating, the inspector should do the following—

a.

Identify himself or herself to the operator representative, and state that he or she is
performing a cabin en-route inspection on a specific flight.

Present CAASL-FSS identification and authorization to the operator representative.
Obtain applicable operator boarding authorization per the airline procedures.

Request access to the aircraft as soon as practical (for example, after passengers have
deplaned) to meet the flight and cabin crews and perform the interior pre-departure
inspection, as time permits.

If aircraft access is denied, the following steps should be taken by the inspector—

o Apprise the operator representative of the regulation authorizing inspector
access to aircraft

. Request to see the appropriate supervisor if the representative still refuses
access

o Make it very clear to the operator that the denial of access is contrary to
regulations and that enforcement action may be initiated

o Report the occurrence to the immediate supervisor upon return to the office, if

access was not granted

5.7 COORDINATE WITH THE CREW

5.71 PRE-DEPARTURE

5.7.1.1 The inspector should perform the following during pre-departure—

a. Ensure that each CCM has an operable flashlight readily available and has the
appropriate up-to-date parts of a manual accessible when performing assigned duties.
b. Ensure that any discrepancies noted during pre-departure are addressed per the
operator's manual.
C. Ensure that the required number of CCMs are aboard.
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Observe the CCMs and ground personnel coordinating and supervising the boarding
of passengers and properly stowing carryon baggage.

Ensure that items such as carry-on baggage and galley supplies do not cover or in any
way interfere with aircraft emergency equipment in the overhead compartments.
Ensure that a required crewmember verifies that passengers seated at the emergency
exit seats meet the regulatory requirements.

Ensure that all passengers are seated prior to any ground movements.

Ensure that the CCMs have sufficient time to take their assigned positions and to secure
their restraint systems after giving the passenger briefing.

5.7.2 PRE-DEPARTURE BRIEFING

5.7.2.1 Ensure that the CCM pre-departure briefing is audible to all passengers and covers the
following subjects—

a.

o

Smoking: When, where, and under what conditions smoking is prohibited, including a
statement that federal law prohibits tampering with, disabling, or destroying any smoke
detector in an airplane lavatory.

Exit Locations: The preferred method is to physically Point out exits.

Seatbelt Use: Instructions on how to fasten, unfasten, and adjust seatbelts.

Flotation Devices: Instructions on the location and use of required individual flotation
devices.

Oxygen Use: Instructions on the location of and a demonstration on the use of the
oxygen mask. For non-turbojet aircraft, this briefing item must only be conducted
when the flight will exceed 12,000 feet mean sea level (MSL). When this occurs, the
briefing must be given prior to takeoff. For large turbojet operations, the briefing must
be given prior to exceeding 25,000 feet MSL.

Extended Overwater Operations: Instructions on the location, donning, and use of life
preservers, life rafts (or slide rafts) and other means of flotation including a
demonstration of the methods of donning and inflating a life preserver.

Special Passenger Briefings (when applicable): For persons who are handicapped or
warrant some other special kind of attention, and for the individuals assisting them.

5.8 MOVEMENT ON THE SURFACE

5.8.1 During movement on the surface, the inspector should do the following—

5.8.1.1 Ensure that all CCMs remain seated during the taxi unless performing safety related functions.
Safety related activities can include the following—

a.
b.
C.

Passenger preparedness
Baggage/cargo/galley stowage
Exit readiness

5.8.1.2 Ensure that each exit is closed and locked with the girt bars properly attached (if applicable).

5.8.1.3 Ensure that the following items or activities are accomplished prior to takeoff—

a. All stowage compartments are properly secured and latched.
b. The galley is prepared as follows—
Chapter 5 - Cabin En-Route Inspection Page;5-5 Date; 05 April 2018

SLCAP 4200 Operations Inspectors Hand Book 2" Edition Rev. No. 00




C.
d.
e.
f.
g.

CIVIL AVIATION AUTHORITY OF SRI LANKA

o Loose items are secured
o All serving carts are properly restrained

The cockpit door is closed in accordance with the operator's manual.
Passenger seatbelts are secured.

Any unoccupied CCM seat restraint is properly secured for takeoff.
Any other equipment is properly stowed and secured.

o Ensure that crewmembers observe the sterile cockpit rules.

59 INFLIGHT OPERATIONS
5.9.1 Monitor the crewmembers' performance during in-flight operations, to ensure the following—

a.
b.

That during takeoff each CCM remains seated with restraint systems properly fastened.
That after takeoff, before or immediately after the seatbelt illumination is shut off, an
announcement is made that passengers should keep their seatbelts fastened, even when
the seatbelt sign is turned off.

That, if the flight is to be a smoking flight, an announcement is made that smoking is
only permitted in specific rows and prohibited in the aisles and lavatories when the no
smoking sign is turned off.

5.9.2 Ensure that the following are accomplished, as applicable—

Passenger compliance with seatbelt and no smoking signs.

Effective crew coordination for flight crew and cabin crewmember communications —
routine and/or emergency.

Turbulent air procedures are followed, including the proper restraint of serving carts,
galley equipment, and compliance with instructions from the cockpit and coordination
with flight crewmembers.

5.9.3 Crewmember handling of the passengers, to include the following—

o0 ow

Intoxicated passengers (not serving alcoholic beverages to them)
Abusive or disruptive passengers

Handicapped or ill passengers

Passengers requiring special attention

5.9.4 Ensure that crewmembers, during the approach and landing phases of flight, prepare the cabin
for arrival by performing at least the following actions—

a. Ensuring that carry-on baggage is stowed and that all seatbacks and tray tables are
upright and stowed, respectively.

b. Removing all food, beverages, and galley service items from each passenger seat
location.

C. Ensuring that all stowage compartments are latched and secured.

d. Ensuring that the galley is prepared as follows—
o Loose items are secured
o All serving carts are properly restrained
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e. Ensuring that the cockpit door is closed and locked in accordance with the operator's
manual.

f. Verifying that passenger seatbelts and shoulder harnesses, if installed, are secured.
g. Properly stowing and securing any other equipment.
h. Ensure that crewmembers observe sterile cockpit rules.
i.

Ensure that crewmembers are seated in assigned seats before landing, with appropriate
restraint systems fastened.

5.10 FLIGHT ARRIVAL
5.10.1 During flight arrival the inspector should do the following—

a. Ensure that after landing, the CCMs prepare the aircraft for arrival by performing the
following duties—
a. Before the captain has turned off the seatbelt sign, ensuring that passengers
remain in their seats with seatbelts fastened
b. Upon arrival at the gate and after the seatbelt sign has been turned off, preparing
the exits for deplaning Ensure that the appropriate complement of cabin crew
members remain on board the aircraft at En-route stops (when passengers
remain on board the aircraft to proceed to another destination).
b. Debrief the captain and lead CCM of any procedural problems or
discrepancies/malfunctions noted during the flight.
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APPENDIX 5A

CIVIL AVIATION AUTHORITY OF SRI LANKA

Air Operator Cabin En Route Inspection Report

Date of Inspection:

Operator:

Contact Details:

Civil Aviation Authority of Sri Lanka,
No. 152/1, Minuwangoda Road,

- - . - Katunayake,
Route: Flight No: Aircraft Type: Registration No: Sri Lanka.
Website: www.caa.lk
Captain: Director Flight Safety DGCA

Cabin Crew In-Charge:

Tp. 94 11 2304650
Fax. 94 11 2358879

Phone: 94 11 2358800
Fax: 94 11 2304644

Remarks legend: S — Satisfactory | U — Unsatisfactory | N/O — Not Observed

N/A- Not Applicable |

A. Aircraft Equipment [Remark| [11.0 |Galleys 4.0 |Ability/Proficiency

1.0 |Required Signs and 11.1 |[Latch Mechanism 4.1 |Removal/demo of safety
N ) 11.2 |Restraints, Tie downs Equipment

2.0 |Logbooks 11.3 |Covers 4.2 |Demo Emergency Exit

2.1 |Open Items 11.4 |Cleanliness/Corrosion 4.3 |Procedures

2.2 |Carryover Items 11.5 |Lifts/Elevators 5.0 |Personal Equipment

2.3 |Cabin Items 11.6 |Water Quality 5.1 [Required Documents

3.0 |Fire Extinguisher 12.0 |Lavatories 5.2 |Cockpit Key and flashlights

3.1 |Correct Type 12.1 |Signs/Lights 6.0 [(Manual

3.2 |Number 12.2  |Smoke Alarms 6.1 |Available

3.3 |Location 12.3 |Trash Containers 6.2 |Current

3.4 |Serviced 12.4 |Extinguishers 6.3 |Good Condition

4.0 |(Megaphones 12.5 |[Locking Mechanism

4.1 [Number 13.0 |Stowage Areas (o Flight Conduct

4.2 |Location 13.1 [Latch Mechanism 1.0 |Pre Departure

4.3 |Tested 13.2 |Access to Equipment 1.1 |Pax Boarding

5.0 |Portable O, Bottles 14.0 |Emergency Lighting 1.2 |[Carry-on baggage

5.1 |Number 14.1 |Tested 1.3 |Pax Count

5.2 |Service 14.2 |Floor/ Escape Path 1.4 [Door Arming

5.3 |Location 15.0 |Exits 1.5 |Report to flight deck

5.4 |Condition Mask/Hoses 15.1 |Controls/Seals 2.0 |Pre Departure briefings for

6.0 |PBE 15.2 |Girt bar and Brackets

6.1 |Properly Stowed 15.3 |Signs/ Symbols 2.1 gr:quoking

6.2 |Sealed 15.4 |Rafts/ Lanyards 2.2 |[Exit Locations

7.0 |Pax Briefing Cards 16.0 |F/A Kits 2.3 [Seatbelt use

7.1 |At Each Seat 16.1 |Numbers 2.4 [Floatation Devices

7.2 |Required Information 16.2 |[Sealed 2.5 |[Stowage of Baggage

8.0 |Pax Seats 16.3 | List of Equipment 2.6 |Use of Oxygen

8.1 |Emergency Exit 2.7 |Floor Path Escape Lights

8.2 |Condition B Cabin Crewmembers 3.0 |Briefing for Special Pax.
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8.3 |Ash Trays 1.0 Crew Compliment 4.0 [Taxi/Takeoff
8.4 |Seatbelts/Tray Tables 1.1 Initial Boarding 4.1 |Cabin Secured
8.5 |Life preservers 1.2 En Route Stops 4.2 |CCM Position
9.0 |Pax O;Service Units 1.3 Trained on type 4.3 [Takeoff Signal
9.1 |Operational 2.0 Co-ordination with F/Deck 4.4 |Announcement
9.2 |Service Pins 2.1 Briefing (PIC/Purser) 5.0 |[Cruise
2.2 Code Red
10.0 |CCM Seat/ Station 3.0 Knowledge 5.1 |Monitor Signs
10.1 |Retracts 3.1 PIC Authority 5.2 |Crew Co-ordination
10.2 |Seatbelts/Inertia Locks 3.2 Emergency Duties 5.3 |Passenger Handling
10.3 |P/A and Inter Phone 3.3 Safety Equipment 5.4 ([Turbulent Air Procedures
10.4 |Crew Life Jackets 3.4 Handling of unruly pax 5.5 [Checking of Flight Deck as
10.5 [Safety Equipment 3.5 Contents of SEP Manual Per SOPs
Checklist
3.6 Contagious / Communicable
6.0 |Approach/Landing/ '
IArrival
6.1 |Announcements
6.2 |Cabin Secured
6.3 |Passenger Seatbelts
6.4 |CCM position
6.5 [Passenger Monitoring
6.6 |Doors de-armed
Remarks:
Inspector(s)’s code:
I
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Chapter 6 - FLIGHT DECK RAMP INSPECTION

6.1 OBJECTIVES OF RAMP INSPECTIONS

6.1.1 The primary objective of a ramp inspection is to provide inspectors with the opportunity to
evaluate an air carrier operation while the crewmembers and aircraft are on the ground. A
ramp inspection is an effective method for evaluating an operator's ability to prepare both the
aircraft and crew for a flight to be conducted.

6.1.2 Also, when a ramp inspection is conducted after the completion of a flight, it is an effective
method for determining whether the aircraft and crew were adequately prepared for the flight,
as well as for evaluating the operator's post flight and/or turnaround procedures and
crewmember and ground personnel compliance with these procedures.

6.1.3 Ramp inspections allow inspectors to observe and evaluate the routine methods and
procedures used by an operator's personnel during the period immediately before or after a
flight, to determine compliance with regulations and safe operating practices.

6.2 RAMP INSPECTION AREAS

6.2.1 There are five general inspection areas that can be observed and evaluated during ramp
inspections. These inspection areas are as follows—

a. Crewmember

b. Line station operations

C. Aircraft

d. Servicing and maintenance

e. Ramp and gate condition and activity

6.2.2 The "crewmember" inspection area refers to the evaluation of crewmember preparation for
flight and compliance with post flight procedures. This area includes evaluations of
crewmember manuals and any required flight equipment, flight crew flight planning, flight
crew airman and medical certificates, crewmember disposition of trip paperwork, and other
items that relate to crewmember responsibilities.

6.2.3 The "line station operations™ inspection area refers to the various methods and procedures used
by the operator to support the flight, such as distribution of dispatch, flight release, and flight
locating paperwork; distribution of weather reports, PIREPs and other flight planning material;
passenger handling; boarding procedures; and carry-on baggage screening.

6.2.4 The "aircraft" inspection area refers to the aircraft's general airworthiness, logbook entries,
MEL compliance, carry over’s, and required items of emergency and cabin safety equipment.

6.2.5 The "servicing and maintenance" inspection area applies to any ongoing maintenance and
servicing, such as fuelling, de-icing, or catering. This area is usually evaluated in detail by
airworthiness inspectors when performing their ramp inspections. Operations inspectors
should, however, observe this area and comment on obvious deficiencies for airworthiness
inspector follow up.

6.2.6 The "ramp and gate condition and activity" inspection area refers to taxi and marshalling
operations, ramp or parking area surfaces, any apparent contamination or debris, vehicle
operations, and the condition and use of support equipment.
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6.3 GENERAL RAMP INSPECTION PRACTICES & PROCEDURES
6.3.1 WHEN TO CONDUCT

6.3.1.1 Ramp inspections may be conducted before a particular flight, at en route stops, or at the
termination of a flight.

6.3.1.2 A ramp inspection may be conducted any time an aircraft is at a gate or a fixed ramp location,
provided the inspection is conducted when the crew and ground personnel are performing—

a. The necessary preparations for a flight, or
b. Post flight tasks and procedures.

6.3.2 AVOID UNNECESSARY DELAYS

6.3.2.1 Inspectors must, however, conduct inspections in a manner that does not unnecessarily delay
crewmembers and/or ground personnel in the performance of their duties.

6.3.2.2 The following areas of conduct should be observed by inspectors during ramp inspection

activities—

a. Inspectors should not interrupt crew or ground personnel when they are performing a
particular phase of their duties.

b. When inspection activities require inspectors to interact directly with the crew or

ground personnel, the activities should be timed to be accomplished when the crew or
ground personnel are waiting to begin another phase of their duties or after they have
completed one phase of their duties and before they begin another phase.

C. Inspection activities must be timed so that they do not delay or interfere with passenger
enplaning or deplaning.
d. Inspection activities should not adversely impede aircraft servicing or catering.

6.3.3 LIMITED IN SCOPE

6.3.3.1 Because of the wide range of inspection areas involved, ramp inspections are usually limited
in scope.

6.3.3.2 There are many preparatory or post flight actions that occur simultaneously and one inspector
cannot physically observe all of these actions for a particular flight.

6.3.3.3 As a result, the inspector should vary the areas of emphasis for an inspection—
a. For example, on one ramp inspection the inspector may decide to observe and evaluate

the PIC accomplishing flight planning and the operator's methods for providing the
flight crew with appropriate flight planning support.

b. On another ramp inspection, the inspector may decide to observe the SIC accomplish
the aircraft exterior pre-flight and then evaluate the aircraft's interior equipment and
furnishings.

C. As an example of a ramp inspection conducted at the termination of a flight, the

inspector may decide to inspect the aircraft's interior equipment, furnishings, and
aircraft logbooks, and then evaluate the trip paperwork turned in by the crew. In this
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example, the inspector may not have an opportunity to interact directly with the crew,
therefore the "crewmember" inspection area would not be accomplished.

d. Inspectors should vary both the sequence and the emphasis of the inspection areas
during a ramp inspection.

6.3.4 USING A CHECKLIST

6.3.4.1 Inspectors should use the ramp inspection checklist when conducting ramp inspections. This
job aid contains a listing of items (“reminders") that should be observed and evaluated by the
inspector during the inspection.

6.3.4.2 There may be items evaluated during a ramp inspection that are not listed on the checklist. A
note can be made in the checklist to help describe how the inspection was limited in scope.
The checklist can also be used to make notes during the inspection which can be entered in
the CAA General Inspection database.

6.4 SPECIFIC RAMP INSPECTION PRACTICES & PROCEDURES
6.41 CREWMEMBER INSPECTION AREAS

6.4.1.1 When an inspector makes direct contact with a crewmember, the inspector should provide an
official but courteous introduction, offer appropriate identification for the crewmember to
inspect, and inform the crewmember that a ramp inspection is being conducted.

6.4.1.2 If the direct contact is with a flight crewmember, the inspector should request to see the
crewmember's airman and medical certificates. The inspector should review the certificates to
see that they meet the appropriate requirements for both the duty position and for the aircraft
for the flight to be conducted or that was just terminated.

6.4.1.3 When the direct contact is with flight crewmembers or cabin crew members, the inspector
should also request to examine the crewmember's professional equipment.

a. Crewmember professional equipment includes any equipment that crewmembers are
required to have according to regulation or operator policies, either on their person or
that which will be available during the flight.

b. Examples of professional equipment include aeronautical charts, appropriate operator
manuals, and operable flashlights.
C. Inspectors should determine whether the charts and manuals carried by crewmembers

are current.
6.4.1.4 The following is a list of other items and activities that, depending on the scope of the ramp
inspection, should be observed and evaluated—

a. Flight crew flight planning activities, such as review of weather, flight plans,
anticipated take-off weight and performance data, flight control requirements
(dispatch, flight release, flight locating, ATC flight plans)

b. Flight crew aircraft pre-flight activities, such as exterior walk around, logbook reviews,
and cockpit setup procedures, including stowage of flight crew baggage and
professional equipment
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Cabin crew inspection of cabin emergency equipment and cabin setup procedures,
including stowage of cabin crew baggage and professional equipment

Flight crew and cabin crew post flight logbook entries and proper use of MELs and
placards

Completed trip paperwork and the appropriate disposition of such paperwork
Inspectors should describe in their reports how the inspection was limited in scope.

6.4.2 LINE STATION OPERATIONS AREA

6.4.2.1 This area of a ramp inspection usually involves a facility (or designated area of a facility)
including related ground personnel, and is commonly referred to as "line station operations.”

a.

b.

Line station operations include a designated location where crewmembers go to review
and pick up required flight paperwork or to deposit flight reports, to send or receive
communications with the operator's flight control system, and to join up with other
crewmembers assigned to the flight.

Line station operations also include gates and ramp areas where passengers and cargo
are enplaned and deplaned.

6.4.2.2 The following is a list of items and activities that, depending on the scope of the inspection,
should be observed and evaluated in this inspection area—

a.

g.

Pre-flight and post flight trip paperwork, such as load manifests, flight plans, weather
reports and forecasts, NOTAMSs, dispatch or flight release messages and operator
bulletins

Methods used by the operator to comply with MEL and CDL requirements,
particularly the pre-flight information provided to the crew

Adequacy of facility with respect to crewmember and ground personnel use for
completing pre-flight and post flight responsibilities, including work areas and
administrative support (such as forms, charts, and copy machines when required by
company procedures)

Usability and currency of operator manuals and aircraft performance information
maintained at the line station operations area for crew and ground personnel use
Company communication capabilities and procedures

Passenger enplaning and deplaning including public protection procedures and carry-
on baggage screening.

Cargo and baggage loading and stowage procedures and unloading procedures

6.4.3 AIRCRAFT INSPECTION AREA

6.4.3.1 Ramp inspections must include at least an examination of the aircraft's registration,
airworthiness certificate, and maintenance logbook.

6.4.3.2 Inspectors should plan their ramp inspection activities so that any inspection of the aircraft's
interior equipment and furnishings would be conducted either before passengers are enplaned
or after they are deplaned.

6.4.3.3 The following is a list of items that should be observed in this inspection area—

a.

Aircraft registration and airworthiness certificates
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b. Aircraft and cabin logbooks (or equivalent) (open discrepancies, carryover items, and
cabin equipment items needing repair or replacement)
C. Appropriate placarding

d. Fire extinguishers (correct types, numbers and locations; properly serviced, safe-tied,
tagged, and stowed)

e. Portable oxygen bottles (correct numbers and locations; properly serviced, tagged, and
stowed; condition of mask, tubing, and connectors)

f. Protective breathing equipment (properly located, stowed, and sealed)

First aid kits and emergency medical Kits (correct numbers and locations; properly
sealed, tagged, and stowed)

h. Megaphones (correct numbers and locations; in operable condition, and properly
stowed)

I Crash axe (properly located and stowed)

J. Passenger briefing cards (one at each seat position; appropriate to aircraft; required

information including emergency exit operation, slides, oxygen use, seatbelt use, brace
positions, flotation devices; appropriate pictorials for extended overwater operations,
including ditching exits, life preserver, and life or slide raft in-flight location)

K. Passenger seats (not blocking emergency exits; TSO label on flotation cushions;
cushion intact; latching mechanism on tray tables; armrests have self-contained and
removable ashtrays; seatbelts properly installed, operational, and not frayed or twisted)

l. Passenger oxygen service units (closed and latched with no extended red service
indicators or pins)

m. Cabin crew stations (operable seat retraction and restraint systems; properly secured;
harnesses not frayed or twisted; seat cushions intact; headrests in correct position; PA
system and interphone)

n. Galleys (latching mechanisms - primary and secondary; tie downs; condition of
restraints, padding; proper fit of cover and lining of trash receptacles; hot liquid
restraint systems; accessibility and identification of circuit breakers and water shutoff
valves; non-skid floor; girt bar corroded or blocked by debris; clean stationary cart tie
downs (mushrooms); galley carts in good condition and properly stowed; lower lobe
galley emergency cabin floor exits passable and not blocked by carpeting, if

applicable)

0. Galley personnel lift, if applicable (no movement up or down with doors open; safety
interlock system; proper operation of activation switches)

p. Lavatories (smoke alarms; no smoking placards; ashtrays; proper fit of cover and lining
of trash receptacles; automatic fire extinguisher systems)

g. Stowage compartments (weight restriction placards; restraints and latching

mechanisms; compliance with stowage requirements; accessibility to emergency
equipment; carry-on baggage provisions)

r. Required placards and signs (seatbelt, flotation equipment placards at seats;
emergency/safety equipment placards; weight restriction placards; no
smoking/seatbelt signs; no smoking placards; exit signs and placards, including door
opening instructions)

S. Emergency lighting system (operation independent of main system; floor proximity
escape path system; controllability from cockpit)
t. Exits (general condition; door seals; girt bars and brackets; handle mechanisms; signs;
placards; slide or slide raft connections and pressure indications; lights and switches)
u. Main landing gear viewing ports, if applicable (cleanliness and usability)
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6.44 SERVICING AND MAINTENANCE INSPECTION AREA

6.4.4.1 The servicing and maintenance of the aircraft may be observed at any time during the ramp
inspection.

6.4.4.2 The following is a list of some areas that may be observed and evaluated in this inspection

area—

a. Fuelling procedures (ground wires in place; fuel slip properly completed; fuller trained
in the operator's specific procedures)

b. Routine maintenance (qualifications of mechanics, repairmen or service agents;
appropriate logbook entries)

C. De-icing procedures (compliance with company procedures; proper glycol/water ratios
and temperatures; avoidance of engine/APU inlets; removal of all snow and ice;
trailing and leading edges free of snow and ice and covered completely with de-icing
fluid)

d. Correct procedures used by service contractors (caterers; cleaners; lavatory and water
servicing personnel; correct use of switches and controls)

e. Vehicle operation near aircraft (general condition and proper servicing of vehicles and
equipment)

6.5 RAMP AND GATE CONDITION AND ACTIVITY INSPECTION AREA

6.5.1 During ramp inspections, inspectors should observe and evaluate the ramp and gate surface
condition as well as any support activities being conducted during an inspection.

6.5.2 Inspectors should observe vehicular operations on the ramp and around gate areas and other
aircraft operations during marshalling, taxiing, or towing operations. Inspectors should report
any condition that appears to be unsafe or could potentially be unsafe.

6.5.3 The following is a list of some items that should be observed and evaluated in this inspection

area—
a. Ramp, apron, and taxiway surfaces (general condition; cracks; holes; uneven surfaces)
b. Contamination debris (FOD; fuel, oil, or hydraulic spills; snow and ice accumulations;
taxi lines; gate markings; signs; signals)
C. Construction (appropriate barriers; signs; markings; flags)
d. Vehicular operations (conducted safely around aircraft and gate areas by qualified
personnel)
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APPENDIX 6-A

CIVIL AVIATION AUTHORITY OF SRI LANKA

Commercial Airlines’ Safety Assessment (CASA) Ramp Inspection Report

Start Date and Time:

End Date and Time:

State and Place:

Contact Details of CAASL

CASA Coordinator,

Operator: AOC: Deputy Director General
Flight Safety Regulations
Route From: Flight No : CAASL,
No. 152/1, Minuwangoda Road,
Route To: Flight No: Katunayake,
Sri Lanka.
Tp. 94 11 2257296
Flight Type: Chartered by Operator: Charter’s state: Fax. 94 11 2257295

www.caa.lk

Aircraft Type:

Aircraft Configuration:

Registration marks:

Safety Oversight Authority

DGCA

Flight Crew State of licensing:

Construction No:

No. 152/1, Minuwangoda Road,
Katunayake,

Sri Lanka.

Tp. 94 11 2252017

Fax. 94 11 2253038

ww.caa.lk

Remarks legend: S — Satisfactory | U — Unsatisfactory | N/O — Not Observed | N/A Not Applicable

A Flight Deck Remark 23 |Life Jackets / Flotation Device 14 |Seat Capacity

1 |General Condition 24 |Harness C Aircraft Condition

2 |Emergency Exit 25 |Oxygen Equipment 1 |[General External Condition

3 [Equipment 26 |Flash Light 2 |Doors and Hatches
Documentation Flight Crew 3 |Flight Control

4 (Manuals 27 |Flight Crew Licence 4 |Wheels, tyres & brakes

5 |Checklists Journey Log Book / Technical Log/ Voyage Report 5 |Undercarriage skids/floats

6 |Radio Navigation Charts/Route guide 28 |[Journey Log/Tech Log/ Voyage Report or Equipment 6 |Wheel well

7 |Minimum Equipment List I 29 [Maintenance Release 7 |Powerplant & pylon

8 |Certificate of Registration 30 |Defect notification and rectification 8 |Fan Blades

9 |[Noise Certificate (Where applicable) 31 (Pre-flight Inspection 9 |Propellers, Rotors (Main & tail)

10 | Air Operator Certificate and Ops Specs 10 |Obvious repairs

11 |Radio Licence B Safety / Cabin 11 |Obvious unrepaired damage

12 | Certificate of Airworthiness (C of A) 1 |General Internal Condition 12 | Leakage

13 | Documents required to be carried on board 2 |Cabin attendant’s station/crew rest areas 13 | Intake and Exhaust Nozzle

14 | Identification Plate 3 [First aid kit/Emergency medical kit
Flight Data 4 [Hand fire extinguishers D Cargo

15 | Flight Preparation 5 [Life Jackets / Flotation Device 1 [General condition of Cargo comp.

16 | Weight and Balance Sheet 6 [Seat belts and seat conditions 2 |Dangerous Goods

17 | Operational Flight Plan 7 |Emerg. Exit, lightning & marking, torches 3 |Safety of cargo on board

18 | Aircraft Performance Limitations 8 |Slides / Life —rafts / ELT

19 |Cargo and Passenger Manifest 9 |Oxygen supply (Cabin crew & Pax) E General

20 | Weather Reports and Forecasts 10 |Safety Instructions 1 |Additional remarks

21 [NOTAMS 11 |Cabin Crew Members 2 |Security of Flight Deck Door
Safety Equipment 12 |Access to emergency Exit 3 |Refueling with Pax on board

22 |Hand Fire Extinguishers 13 |Safety of Passenger Baggage 4 |Language for communication

Remarks
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Action Taken

Crew comments (optional)

(3c) Aircraft grounded by inspecting NAA

(3b) Corrective actions before flight

(3a) restrictions on the aircraft operations

(2) Information to the authority &
operator

(1) Information to the captain

(0) No remarks

Captain’s name:

Maintenance check required

Inspector(s)’s code(s)

LEFT BLANK INTENTIONALLY
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Chapter 7 - CABIN RAMP INSPECTION

7.1  START OF INSPECTION
7.1.1 Before boarding the aircraft or performing any inspection, the inspector should coordinate
with the crew as follows—
a. Identify himself or herself to the captain and to the lead CCM as an CAASL-FS
inspector
b. State the purpose of the inspection
7.2 INSPECT EQUIPMENT ITEMS
7.2.1 The inspector should inspect the following, as applicable—
a. Cabin placarding, markings, and signs (for example, exits, no smoking signs, and
emergency equipment), to ensure marking legibility and the correct location.
b. Fire extinguishers for the following:
. To verify the quantity and location
. To ensure that they are properly serviced, tagged, and stowed
C. Portable oxygen bottles for the following:
o To verify the quantity and location
o To ensure that they are properly serviced, tagged, and stowed
o To determine the condition of the mask, tubing, and connectors.
d. Protective breathing equipment (PBE) for correct location, proper number of units, and
proper stowage.
e. First aid kits and emergency medical kits for correct number, location, and stowage.
f. Megaphones for correct number, location, general condition, and proper stowage.
g Overwater equipment as applicable.
7.3  INSPECT PASSENGER-RELATED ITEMS
7.3.1 Passenger briefing cards, to ensure the following—
a. That they are available for each passenger
b. That they are appropriate to the aircraft
C. That they contain the required information, to include the following—:
o Emergency exit location and operation
o Slide use and location
. Oxygen use
o Seatbelt use
o Flotation device use and location
o Appropriate pictorials for extended overwater operations, including ditching
exits, life preservers, and life raft or slide raft in-flight location
o Exit seating information
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74.1

7.5

751

7.5.2

CIVIL AVIATION AUTHORITY OF SRI LANKA

Passenger seats, to ensure the following—

o That a reclined seat does not block emergency exits

o That the seat cushions are intact

o That the tray table latching mechanisms are operable

o That the self-contained and removable ashtrays are in serviceable condition and
are available

. when smoking is authorized

o That each seat has a complete restraint system

o That seatbelts are operational and not frayed or twisted

Passenger oxygen service units to ensure that they are closed and latched, without any
extended red service indicators or pins.

INSPECT CABIN CREW ITEMS

Inspect CCM station, to ensure the following—

D OO0 T

That the seat retraction/restraint system is operational and is properly secured
That the seatbelts are operational and not frayed or twisted

That the seat cushions are intact

That the seat headrest is in the correct position

That the public address (PA) system and interphone are operable

That aircraft installed flashlight holders are indeed installed

INSPECT GALLEY ITEMS

Inspect galleys, to ensure that the following items are operable—

XU SQ@oheo oo o

The latching mechanisms (primary and secondary)

The tie downs

Other galley restraints

That the hot liquid restraint system is operable

That the circuit breakers and water shutoff valves are accessible and properly identified
That the cover and lining of trash receptacles fit properly

That the non-skid floor is serviceable

That the girt bar is clean and serviceable

That the stationary cart tie downs (mushrooms) are clean

That the galley carts are in serviceable condition and properly stowed

That, if applicable, the lower lobe galley emergency cabin floor exits are passable and
not covered by carpeting

Galley personnel lift (if applicable) to ensure that it does not move up or down with the doors
open and that the activation switches operate properly.
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Chapter 8 - FLIGHT CREW QUALIFICATION RECORDS INSPECTION

8.1 GENERAL

8.1.1 This evaluation aid provides guidelines for the acceptance of crew record keeping guidance
and forms. It also provides a basis for the conduct of the validation inspections that must be
accomplished on a regular basis.

8.2 CONDUCT OF INSPECTION

8.2.1 Follow the general inspection guidance of Chapter 3 for the conduct of the inspection, select
specific named files and record those names, then:

8.2.2 Using atablet lay out columns for the training and qualification requirements. Use a checklist
as necessary to label the columns.

8.2.3 Enter the crew name in the left column and began historically through the file to determine if
the crewmember is historically and/or currently qualified to conduct commercial air transport
operations.

8.2.4 Pay particular attention to any breaks in qualifications that are outside of the eligibility periods.

8.2.5 Crosscheck dates of training or checking with other records, such as the crew flight time
records, aircraft tech log, simulator log, etc., to verify the accuracy of the records.

8.2.6 Resolve any apparent discrepancies on the spot if possible.
8.2.7 Make copies of any documents that may be necessary to further investigation.

8.2.8 Complete an Action report.
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CIVIL AVIATION AUTHORITY OF SRI LANKA
Air Operator Training and Qualification Records Checklist/Report

CAA/OP/CL/059

Operator Date Location

Inspector

S=Satisfactory; U=Unsatisfactory; N= Not Observed; NA= Not Applicable

1. ADEQUACY. Comments:

2. PRACTICALITY. Comments:

3. ACCESSIBILITY and SECURITY. Comments:

4. ACCURACY. Comments:

5. CURRENCY. Comments:

Remarks:
OVERAL RESULT: Satisfactory
INSPECTOR’S SIGNATURE
Unsatisfactory
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Chapter 9 - CABIN CREW QUALIFICATION RECORDS INSPECTION

9.1 GENERAL

9.1.1 This inspection is to ensure that the AOC holder is qualifying the cabin crew as outlined in
their approved training programme and recording the qualification in a timely manner.

9.2 CONDUCT OF INSPECTION

9.2.1 Following the general inspection guidance in the conduct of the inspection, select specific
named files and record those names, then:

9.2.2 Using a tablet, lay out columns for the training and qualification requirements. Use a checklist
as necessary to label the columns.

9.2.3 Enter the crew name in the left column and began historically through the file to determine if
the crewmember is historically and/or currently qualified to conduct commercial air transport
operations.

9.2.4 Pay particular attention to any breaks in qualifications that are outside of the eligibility periods.

9.2.5 Crosscheck dates of training or checking with other records, such as the crew flight time
records, aircraft tech log, simulator log, etc., to verify the

9.2.6 Resolve any apparent discrepancies on the spot if possible.

9.2.7 Make copies of any documents that may be necessary to further investigation.

9.2.8 Complete an Action report.
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Chapter 10 - CREW FLIGHT TIME RECORDS

10.1

10.2

10.2.1

General

In reference to IS 013 para 10 and 1S 054 an AOC holder shall ensure require an AOC holder
to manage fatigue through the establishment of flight time, flight duty period, duty period and
rest period limitations that are within the limits prescribed.

An air operator shall maintain records for all its flight and cabin crew members of flight time,
flight duty periods, duty periods and rest periods for 15 months respectively.

The primary objective of the inspection of fatigue management records is to ensure
that operators comply with operations manual and appropriate CAASL regulations relating
to flight time, duty period, flight duty period and rest period limitations.

GENERAL INSPECTION PRACTICES AND PROCEDURES

Prior to arriving at the air operator facility, inspectors shall review in detail the specific fatigue
management requirements as contained in the air operator operations manual. When reviewing
the operations manual the inspector shall verify that it complies with the published
requirements. At the commencement of the inspection at the air operator facility, the
inspectors shall receive a briefing from operator staff regarding their fatigue management
record keeping system in its entirety. The system must ensure that all limitations for
management of fatigue as described in the operations manual are not exceeded.

10.2.2 The system shall also record as duty all tasks carried out at the behest of the operator.

10.2.4

Persons are considered to be on duty if they are performing any tasks on behalf of the AOC
holder, whether scheduled, requested or self-initiated. Regulations permit limitations to be
exceeded due to circumstances such as adverse weather conditions or adverse situations
beyond the control of the AOC holder. Inspectors shall review any such instances to ensure
that the flight duty period was planned within the allowable limits and the circumstances were
actually beyond the control of the operator.

The inspector shall then review a sufficient number of records for individual crew members
to ensure that regulatory requirements are being met. Figures which are used in flight time
summaries (cumulative totals) to track required time intervals shall be checked against
original flight logs or similar records, to ensure that times for specific flights are being
accurately recorded and totalled. Similarly, flight times which appear on flight logs and
summaries may be checked against maintenance or payroll records for consistency.

10.3 INSPECTION AREAS
The record-keeping system shall have the following attributes:

10.3.1 Operation Manual Policies. The record-keeping system which the operator uses is adequate
for recording all essential information to demonstrate full compliance with CAASL
requirements.

Chapter 10 - Crew Flight Time Records Page; 10 - 1 Date; 05 April 2018

SLCAP 4200 Operations Inspectors Hand Book 2" Edition Rev. No. 00




10.3.2

10.3.3

10.3.4

10.3.5

10.4

==¥"““5—'

CIVIL AVIATION AUTHORITY OF SRI LANKA

Crew Scheduling. Persons responsible for Crew Scheduling shall be trained appropriately.
Data regarding flight and duty time shall be readily accessible to personnel who have
responsibility for scheduling and monitoring compliance with various time intervals.
Records shall be secure from tampering or other unauthorized access.

Actual Duty / Flight/ Rest Records Comparison. The published rosters against the actual
rosters should be carefully looked into. Data available to personnel responsible for ensuring
that individual crew members do not exceed regulatory requirements shall be updated
expeditiously. The system used by the operator shall provide that schedulers and/or flight
control personnel are made aware in a timely manner when daily totals may be exceeded.
Flight time totals from written crew logs must be expeditiously transmitted to the scheduling
or flight control office, so that weekly and monthly totals, where required, may be promptly
updated.

Accuracy. The system shall faithfully track daily flight and duty time and rest periods for
crew members and accurately reflect totals for longer prescribed time intervals.

Conformity. The records shall reflect conformance with regulatory flight and duty
time limitations.

INSPECTION REPORTING PROCEDURES

The Air Operator Fatigue Management Inspection Checklist/Report which appears at the end
of this section reflects the areas discussed in paragraph 10.3 above and shall be used for all
such inspections. Inspectors shall indicate in the comments section of the report form the scope
of their records inspections (i.e. number of individual crew member records inspected,
time interval covered, cross-checks with other records, etc.)
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APPENDIX 10-A

CIVIL AVIATION AUTHORITY OF SRI LANKA
Air Operator Flight and Duty Time Records Inspection Checklist/Report

CAA/OP/CL/058

Check List for Crew Flight Time Records Inspection

Name of The Operator AOC No
Name of the Inspector Date
REFERENCE - IS 054
IS 013, Chapter 4
DOC 9966
SLCAP 4210
Y = YES N =NO NS = NOT SEEN NA = NOT APPLICABLE

Check YES column if you reviewed the record, procedure or event and have no comment

Check NO column if you reviewed the record, procedure or event and have a comment

Check NOT SEEN column if you did not review the record, procedure or event or you do have adequate information to make

a valid comment

Check NOT APPLICABLE column if the line item is not required in this particular Operator

Make notes regarding a NO answer for resolution

Y N NS [ NA| 1 OPERATIONS MANUAL POLICIES
1.1 | Maximum annual flight time policy included and complies?
1.2 | Maximum 30 day flight time policy included and complies?
1.3 | Maximum 7 day flight time policy included and complies?
1.4 | Maximum 24 hour flight time policy included and complies?
1.5 | Inadvertent over flight policy included and complies?
1.6 | Minimum rest period policy included and complies?
1.7 | Maximum duty time policy included and complies?
1.8 | Policy for deadheading and other travel during rest period included?
1.9 | Augmented crew policies included and comply?
110 Form and method of tracking and recording duty/flight/rest included
) and acceptable?
1.11 | Retention method and period included and acceptable?
Operations manual portions regarding duty/flight/rest times available
1.12 | to and consulted by the persons assigned to scheduling and tracking
times?
Y N NS | NA| 2 CREW SCHEDULING
51 Acceptable, qualified person(s) specifically assigned to accomplish
' crew scheduling duties?
59 Schedule of duty/flight/rest periods available for each individual
"~ | selected?
53 Crew scheduling records provide an analytical display of scheduled
' duty/flight/rest for each 24 hour period?
2.4 | Crew scheduling times corresponds to published air carrier schedule?
Chapter 10 - Crew Flight Time Records Page; 10 - 3 Date; 05 April 2018

SLCAP 4200 Operations Inspectors Hand Book 2" Edition Rev. No. 00




CIVIL AVIATION AUTHORITY OF SRI LANKA

Y N NS NA 3 RECORDING & RETENTION OF RECORDS

Acceptable person(s) specifically assigned the duty of recording and/

3.1 -
or retaining actual records?

3.2 | Tracking method complies with operations manual policies?

3.3 | Retention method complies with operations manual policies?

Retention location and responsible person corresponds with CAASL

34
Records?

Y N NS | NA 4 ACTUAL DUTY/FLIGHT/REST RECORDS COMPARISON

Record of actual duty/flight/rest available for each individual

4.1
selected?

4.2 | Record of actual times corresponds to flight following records?

4.3 | Record of actual times corresponds to aircraft tech log entries?

4.4 | Record of actual times corresponds to pay records?

45 | Record of actual times corresponds to ATC records?

Y N NS | NA 5 TOTAL TIME RECORDS

5.1 | Records current to the date of inspection?

5.2 | Total flight hours per 12 month periods do not exceed regulations?

53 | Total flig_;ht hours per 30 day period do not exceed regulations?

5.4 | Total flight hours per 7 day periods do not exceed regulations?

5.5 | Total flight hours per 24 hour periods do not exceed regulations?

Y N NS NA 6 RUNNING 24 HOUR RECORDS

Recording method provides for a continuous updating of actual

61 record of duty/flight/rest each 24 hours?

6.2 | Maximum total 24 hour duty time periods not exceeded?

6.3 | Maximum total 24 hour flight time periods not exceeded?

6.4 | Minimum total 24 hour rest periods not infringed?

6.5 | Instances of operational over flight of times properly explained?

Minimum rest periods adjusted for any operational over flight

6.6 . )
situation?

Y N NS NA 7 AUGMENTED CREW SITUATIONS

7.1 | AOC holder approved by CAASL for augmented crew situations?

Policies for acceptable augmented crew included in operations

7.2
manual?

7.3 | Were the inflight crew rest quarters approved by CAASL?

7.4 | Maximum total 24 hour augmented crew flight time not exceeded?

7.5 | Minimum infight rest periods not infringed?

Inspector’s Remarks

Date: Signature:

D/Ops’s Remarks

Date: Signature:
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Chapter 11 - FLIGHT PREPARATION & TRIP RECORDS

111

1111

11.1.2

11.1.3

11.2

1121

GENERAL

The primary objective of flight preparation (trip) records inspections is for inspectors to ensure
that operators meet the regulatory requirements of 1S 013 for the proper use, documentation,
and retention of operational trip records.

Inspectors can evaluate trip records to reconstruct a particular flight or a series of flights by
examining flight plans, dispatch or flight releases, loading and weight documents, weather
documents, and other related flight information retained by the operator.

Trip record surveillance includes an evaluation of the quality of the recorded data, a check of
the calculations for accuracy, and a check of the operator's compliance with the ANR and
company procedures. This guidance to be used by inspectors when evaluating and conducting
an inspection of an operator's trip records.

FLIGHT PREPARATION RECORDS REQUIREMENTS

Inspectors should ensure that, in the subject areas that follow, AOC holders meet the following
requirements—

11.2.1.1 RETENTION OF FLIGHT PREPARATION RECORDS

AOC holders are required to retain for at least 15 months the originals, copies, or electronic
versions of the completed load manifest (or information from it, except information
concerning cargo and passenger distribution); the dispatch release; and the flight plan.

11.21.2 LOAD MANIFESTS

Inspectors should ensure that the operator's load manifest contains the requirements of 1S 013
with emphasis on the following information—

o Individual weights of the aircraft, fuel and oil, cargo and baggage, passengers, and
crewmembers
o Maximum allowable takeoff weight: runway to be used, runway limit, and climb limit,

en-route performance limits, destination landing weight limits, and destination or
alternate landing distance limits

o Total aircraft takeoff weight (as computed under approved procedures)

o Documentation that the aircraft is properly loaded with the centre of gravity within
approved limits

o Passenger names (unless such information is maintained elsewhere by the operator)

11.2.1.3 OPERATIONAL FLIGHT PLAN AND FLIGHT RELEASE

Inspectors should ensure that the operator's operational flight plan and flight release meets the
requirements of IS 013, with emphasis on the following information—
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Aircraft identification number

Trip number

Departure airport, intermediate stops, destination airports, and alternate airports

A statement of the type of operation (IFR or VFR)

Minimum fuel required

Weather reports and forecasts for the destination airport, each intermediate stop, and
any alternate airport that is the latest information available at the time the release is
signed

FLIGHT PLAN

Inspectors must ensure that the operator's flight plan contains at least the following
information (as required by IS 013)—

. Aircraft identification number)

o Type of aircraft

o Flight number

o Name of the pilot in command (PIC) (usually found on the flight release)

o Point and proposed time of departure

o Proposed route, cruising altitude (or flight level), and true airspeed at the cruising
altitude

. Point of first intended landing and the estimated elapsed time until over that point

o Amount of fuel on board (in hours)

o An alternate airport - if the first point of intended landing does not have a prescribed
standard instrument approach procedure, or the weather at that airport for at least 1
hour before and 1 hour after the estimated time of arrival (ETA) indicates the ceiling
will be at least 2000 feet above the airport elevation and the visibility will be at least 3
miles

o Number of persons in the aircraft, except where that information is otherwise readily
available to the CAASL.

. Any other information that either air traffic control (ATC) or the PIC finds necessary
for ATC purposes

11.2.15 JOURNEY LOG/TECHNICAL LOG

a. Inspectors conducting a trip records inspection should also review and compare this
log to the other flight preparation records for validation.

b. Particular attention should be given to the airworthiness release. Inspectors must
ensure that the airworthiness release has been prepared in accordance with the
procedures set forth in the operator's manual. The release must also include a statement
of certification that the following conditions have been met—

o Any work performed on the aircraft was performed in accordance with the
requirements of the operator's manual
o All items required to be inspected were inspected by an authorized person who
determined that the work was satisfactorily completed
o No known condition exists that would make the aircraft not airworthy
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11.3.1

11.4

114.1

11.4.2

11.4.3

1144

11.5

115.1

CIVIL AVIATION AUTHORITY OF SRI LANKA
o Concerning the work performed, the aircraft is in condition for safe operation
FLIGHTS REQUIRING OPERATIONAL FLIGHT PLAN & FLIGHT RELEASE

For all flights involving commercial air transport of passengers or cargo, a flight release must
be signed and an operational flight plan must be executed by the PIC and the flight dispatcher
for the following types of flights—

All scheduled flights

All extra section (unscheduled) flights
All charter flights

All demonstration flights

o0 o

PILOT ROUTE CERTIFICATION

Inspectors must ensure that the PIC has certified to having examined all applicable enroute
and destination information as required by the regulations. This information includes such
items as: weather information, navigation facilities, communication procedures, terrain and
obstructions, minimum flight levels, instrument approach procedures, airport diagrams, and
NOTAMs.

If the flight is to be conducted through an area or to an airport, either of which is designated
as a "special airport” or a "special area" by the CAASL, the PIC must be qualified to conduct
the flight.

To meet the "special airport” qualification requirements, the PIC must have accomplished,
within the preceding 12 calendar months, the following—

a. Made an entry to that airport (including a takeoff and landing) while serving as a pilot
crewmember (PIC or second in command (SIC))
b. Qualified by using pictorial means acceptable to the CAASL for the airport

To meet the "special area” qualification requirements, the PIC must have, within the preceding
months, become or remained qualified for the route to be flown by adequately demonstrating
one of the following methods—

a. Flying over the route or area as PIC using the applicable navigation system

b. Flying over the route or area as PIC under the supervision of a check pilot, using the
applicable navigation system

C. Completing an approved Class Il navigation training programme

TRIP RECORDS INSPECTION AREAS
During a trip records inspection, the inspector should not consider any one inspection area to

be more important than any other inspection area. Five general inspection areas have been
identified as areas to be evaluated during trip records inspections.
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11.5.2 GENERAL INSPECTION AREA

115.2.1 This inspection area refers to those inspection elements that are common to all trip
records. Inspectors should evaluate such items as record availability, legibility, currency, and
content, as they relate to regulatory record keeping requirements.

11.5.3 FLIGHT PLAN INSPECTION AREA

1153.1 This inspection area refers to the flight planning requirements for AOC holders.
Inspectors should evaluate such items as flight plan content, listing of alternate airports, and
fuel loads.

11.5.3.2 Many AOC holders incorporate the flight plan and the flight release into one document.
This is acceptable and reduces the duplication of information that may be required by both
documents.

11.5.4 FLIGHT RELEASE INSPECTION AREA
11.5.4.1 This inspection area refers to all AOC holders.

11.5.5 LOAD MANIFEST INSPECTION AREA

1155.1 This inspection area refers to the regulatory requirements of 1S 013.

11.55.2 Inspectors must Inspect and validate the operator's loading documents to ensure
accuracy and compliance with the ANR.

11.5.6 OTHER REQUIRED DOCUMENTS INSPECTION AREA

11.56.1 This inspection area refers to such items as pertinent weather forecasts, NOTAMs, fuel
slips, and other documents that are issued to flight crewmembers before each flight.

116 GENERAL INSPECTION PRACTICES AND PROCEDURES.

11.6.1 Trip records inspections are usually conducted at the operator's principal base of operations.

11.6.2 Some operators have established a system where line stations forward all trip record

information to one central location where the information is retained for the required time
period.

11.6.3 Some operators have most of their trip record information stored in a computerized format.

11.6.4 Inspectors should use the following general, procedural guidelines when conducting an
inspection of an operator's trip records.

11.6.5 PREPLANNING INSPECTION
11.6.5.1 Before conducting the actual inspection, inspectors should familiarize themselves with

the operator's trip records procedures, formats, and means of disseminating information to
flight crews.
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11.6.5.2 Inspectors should pre plan the inspection by deciding which specific areas should be
concentrated upon, such as listing alternate airports, accurate fuel loads, flight release time
versus actual block-out time, and accurate and timely weather information.

11.6.6 INITIAL CONTACT WITH OPERATOR

11.6.6.1 Inspectors should contact the operator's personnel responsible for maintaining trip
record files and advise them that an inspection shall be conducted.

11.6.6.2 Upon arriving at the record keeping location, the inspector should properly identify
one's self and request records for a specific series of trips.

11.6.6.3 If an operator uses electronic records, it is important that the inspector become familiar
with the system before conducting the surveillance.

11.6.6.4 This ensures that the operator has an effective means of storing record information and
is capable of retrieving specific trip information at the DFSs request.

11.6.6.5 Inspectors should also request space at the operator's facility to conduct the inspection.
11.6.7 EXAMINATION OF DOCUMENTS

11.6.7.1 During the conduct of the actual inspection, inspectors should examine all of the
available documents for each flight and cross check the information between the trip records.

11.6.7.2 For example, the fuel load on a dispatch release for a AOC holder should be the same
as the fuel load on the load manifest, the flight plan, and the fuel slip within the operator's
specified tolerance.

11.7 SPECIFIC INSPECTION PRACTICES AND PROCEDURES

11.7.1 For all trip records inspections, the inspector should, as a minimum, evaluate the operator's
records for the following—

11.7.2 ACCURACY AND COMPLETENESS

11.7.2.1 Inspectors should ensure that each trip record package they examine contains all of the
required information and also pertaining to the actual flight it represents.

11.7.2.2 Each document should have a flight number or a trip number and an aircraft
identification number which clearly identifies the applicable flight.

11.7.3 AIRCRAFT WEIGHT INFORMATION

11.7.3.1 Each trip records package, regardless of the type of operator, must contain aircraft
weight, balance (CG), and loading information.

11.7.3.2 Passenger and cargo weight information must be accurately reflected on the load
manifest.
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11.7.3.3 When evaluating this information, inspectors should take into account the following:
a. Many operators have approved systems which result in weight and balance "finals"

being transmitted to the flight crew via air ground passive communication systems
(ACARS) or company radio frequencies after the aircraft has departed the gate or ramp

area.

b. This information, which normally consists of adjusted takeoff gross weight and trim
settings, is critical to the crewmembers for the accurate determination of the takeoff
data.

11.7.3.4 Load manifests must contain, as a minimum, two weight and balance notations—
a. The maximum allowable takeoff weight

b. The actual takeoff gross weight for the particular flight
11.7.4 MINIMUM FUEL REQUIRED

11.7.4.1 Inspectors should examine AOC holder trip records to ensure that they include an
annotation of the minimum fuel required to conduct the flight.

11.7.4.2 Operators will provide a breakdown of fuel loads, such as trip fuel, alternate fuel,
reserve fuel, and holding fuel.

11.7.4.3 When examining fuel figures, inspectors should cross check the dispatch or flight
release fuel quantity (or weight in pounds) with the load manifest fuel quantity (or weight in
pounds) to ensure that the figures are the same.

11.7.4.4 Additionally, inspectors must ensure that the operator's flight plan includes the amount
of fuel on board (in hours), and that this figure matches, within the operator's allowable
tolerance, the fuel figures shown on the flight release and the load manifest.

11.7.5 FLIGHT RELEASE INFORMATION

11.75.1 A domestic operator to issue a release if the flight is delayed for more than 3 hours
from the intermediate airport—

a. To ensure that the operator is re-releasing flights as required, inspectors should
determine the actual departure times from company logs, ATC tower logs, or some
other means, and then compare those times with the dispatch or flight release times (as

applicable).
b. The best time to review this requirement is during operations in adverse weather
conditions.
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APPENDIX 11-A

CIVIL AVIATION AUTHORITY OF SRI LANKA
Air Operator Operations and Flight Records Checklist/Report
CAAJ/OP/CL/057
S=Satisfactory; U=Unsatisfactory; N=Not Observed; NA=Not Applicable

Following Elements:
Type Aircraft
Aircraft Registration
Flight No.
PIC Name
Point of Departure
Proposed Route, Cruising
Altitude, and TAS
Minimum Flight Altitude
& Aerodrome Operating.

(IFR or VFR)

Minimum Fuel Required

e Weather Report and
Forecasts

LOAD MANIEST

1. Contains the following
Individual Weight:

Operator Date Location Inspector
A. GENERAL DISPATCH/FLIGHT 3. Reflects Total Takeoff Weight
1. Availability RELEASE 4. Reflects Load Distribution
2. Practicality 1. Contains the and CG Limits
3.___ Currency Following Elements:
4. Legibility AIRWORTHINESS
5. Accuracy e Aircraft Identification No. | RELEASE
6. Conformity e Trip or Flight Number . .
B. FLIGHT PLAN o Departure Airport 1. Cer_t!fles Following
o Intermediate Stops Conditions Have Been Met
1. Contains the «  Type of Operation o Work Performed on Aircraft IAW

Operator’s Manual

. Completed Items Inspected by
Authorized Individual

° Aircraft is Airworthy and in Condition
for Safe Operation

F. OTHER REQUIRED
DOCUMENTS

1. Weather Reports,
Forecasts, Summaries, and Depictions

.Minima e Aircraft
e ETA e Fuel and Oil 2. Fuel Slips
e Amount of Fuel on Board | ¢ Cargo and Baggage
(in Hours) e Passengers 3.____ NOTAMs
e Alternate Airport (if e Crew
required) 4.____ Other
e Numbers of Persons on 2. Contains Maximum
Board Allowable T/O Weight in
Consideration Of:
e Runway Limits
e Climb Limits
e Enroute Performance
e Limits
e Landing Weight
e Alternate Distance
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REMARKS (Continue on back if necessary):

OVERAL RESULT:
Satisfactory O

Unsatisfactory O

INSPECTOR’S SIGNATURE

Chapter 11 - Flight Preparation & Trip Records

Page; 11 -8

Date; 05 April 2018

SLCAP 4200 Operations Inspectors Hand Book

2nd Edition

Rev. No. 00




CIVIL AVIATION AUTHORITY OF SRI LANKA

LEFT BLANK INTENTIONALLY

Chapter 11 - Flight Preparation & Trip Records

Page; 11 -9

Date; 05 April 2018

SLCAP 4200 Operations Inspectors Hand Book

2nd Edition

Rev. No. 00




< ©) =

CIVIL AVIATION AUTHORITY OF SRI LANKA

Chapter 12 — ISSUANCE OF AIR OPERATOR CERTIFICATE
121 GENERAL

12.1.1 Inspectors shall be guided by SLCAP 4100 when conducting Inspections for the Initial
Issuance of AOC ado for renewal for such certificate.

12.1.2 The Organizations structure inspection shall be conducted for ensure that the operator has
technically suitable persons to conduct the applicants’ requirements.

12.1.3 These AOC holders must meet the same minimum requirements during the subsequent of an
inspection as they do for original certification.

12.1.4 MAIN BASE INSPECTION

12.1.4.1 A Main Base inspection is usually conducted at the operator's main place of business.
In some cases, operators may elect to retain selected records at different locations, such as at
an office located in a residence, at an office building, or in portable files. The locations may
differ as widely as the operators' activities differ.

12.2  PLANNING A MAIN BASE INSPECTION

12.2.1 The method used to conduct a Main Base inspection depends on the organizational structure
of the operator at a specific location as identified in the organization Database.
12.2.2 SURVEILLANCE ACTIVITIES

12.2.2.1 The size and complexity of the operations at a particular location will dictate which
surveillance items are to be examined during a operations structure inspection.

12.2.2.2 An operations structure inspection may be completed over several days or during a
single visit and may often be conducted in conjunction with a proficiency or competency
check.

12.2.2.3 When possible, airworthiness and operations inspectors should jointly conduct
operations structure inspections.

12.2.3 FREQUENCY
12.2.3.1 The frequency of operations structure inspections for an operator is determined by the
number of aircraft and personnel employed by the operator and by the complexity of the

operation.

12.2.3.2 Operations structure inspections are usually conducted as part of the MRAI (Minimum
Required Annual Inspection) work programme.

12.2.3.3 Additional inspections may be initiated by CAASL in response to complaints or special
emphasis items.
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12.3. INSPECTION PREPARATION
12.3.1 REVIEW FILES

12.3.1.1 Prior to conducting an operations structure inspection, the inspector should review the
AOC holder’s file to refresh his memory with the following information—

Current and appropriate AOC

Current and appropriate operations specifications (Ops Specs)

General correspondence with the operator

Previous inspections and proficiency check records for possible problem areas,
accident history, violation history

e. Any applicable manuals

o0 o

12.3.2 NOTIFICATION OF INSPECTION

12.3.2.1 The inspector should notify the operator to arrange a time when the appropriate
personnel and aircraft will be available for the inspection.

12.3.2.2 Notification is important if the inspector plans to interview company personnel.

12.3.2.3 In some cases, notification may be necessary for the inspector to locate some operators,
such as single operators or other small operators.

124 CONDUCT OF INSPECTION

12.4.1 The strategy used by an inspector for accomplishing a operations structure inspection depends
on the size and complexity of the operator.

12.4.2 Because operators conduct business in a variety of ways, it is not necessary to identify each
item that must be examined during a operations structure inspection.

12.4.3 To complete an operations structure inspection, inspectors should examine, as a minimum, the
items that follow.

12.4.4 STATION FACILITY INSPECTIONS

12441 Each aerodrome which the operator intends to use must be inspected prior to
the first revenue flight to that aerodrome, in order to ensure that the operator has the
organization, facilities and staffing to handle his aircraft at that destination. Station facility
inspections may be accomplished during proving flights. However, if no proving flight is
scheduled to a proposed operator destination, the CAA and the operator must make
arrangements to travel to and inspect that facility by another means. Information on station
facility 'inspections along with the appropriate checklist/ report form is contained in this
manual.
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12.45 EMERGENCY EVACUATION DEMONSTRATION.

1245.1 In order to demonstrate that the airplane seating configuration, location and
operation of emergency exits, and crew training and procedures will permit a successful
evacuation of passengers in an emergency situation, the applicant will have to perform
an emergency evacuation demonstration, prior to issuance of an AOC, for each aircraft type
which he intends to operate.

12.4.6 DITCHING DEMONSTRATION

12.46.1 The applicant must demonstrate competency in removing and launching life rafts or
slide-rafts and in the use of emergency and survival equipment contained in those rafts.

Note: For ditching and emergency evacuation demonstration CAA Inspectors may accept
the Demonstrations conducted by the Manufacture for the State of the Manufacturer during
the Type Certification process. In such a case CAA may decide not to carry out a
demonstration.

12.4.7 PROVING FLIGHTS.

124.7.1 As afinal demonstration that he has the proper organization, facilities, equipment
and training to successfully carry out revenue flights, the applicant will be required
to perform a series of proving flights in accordance with the guidance contained in this
manual.

12.4.8 AIR OPERATOR CERTIFICATE

12.48.1 The inspector should examine the operator's original Air Operator’s Certificate,
particularly the date and certificate number, and determine whether or not it matches the office
copy.

12.4.8.2 If the original operating certificate is not available, the inspector should determine its

location and schedule a time to inspect it.
12.4.9 OPERATIONS SPECIFICATIONS

12.49.1 The inspector should review the operator's current Ops Specs and ensure that the issue
date is the same as that of the CAASL's copy.

12.49.2 Single pilot operators are not required to have a manual, although some may elect to
have one.
12.49.3 A basic air taxi operator may not have all the required parts of a manual if the CAASL

has granted to the operator a deviation from this requirement.

12.49.4 If the original Ops Specs are not available, the inspector should determine their
location and schedule a time to inspect them.
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12.4.9.5 ISUANCE OF THE AOC AND OPERATIONS SPECIFICATIONS
12495.1 GENERAL

12.49.5.1.1 Properly conducted and documented, the assessment and inspection programme
outlined in the foregoing chapters will enable the CAA to determine if the applicant has
fulfilled all technical safety and regulatory requirements for the issuance of an AOC.
The programme will have provided specific information related to:

a. The scope of the applicant's proposed operation.
b. The adequacy of the organization and resources.
C. The adequacy and effectiveness of company policies, directives operating

instructions and procedures prescribed by the applicant to be followed by the
personnel in the conduct of the operation and

d. The applicant’s willingness and ability to implement the State's operating regulations
and rules applicable to the proposed operation.

12.495.1.2 It will also reveal any deficiencies related to the operation and recommend to
the Director General of Civil Aviation that the applicant is either.

a. Properly equipped and capable in all respect of conducting the proposed operation
safely, efficiently and reliably in accordance with the AOC's operations specifications
or limitations, or

b. Is not, or is not yet pending correction of specified deficiencies), capable of
conducting the proposed operation in an acceptable manner.

C. In those cases where the application is successful, the CAASL will prepare an Air
Operator Certificate. Operations specifications and limitations, which will be
applicable to the certificate, will also be prepared for the operator.

12.49.5.1.3 Should the applicant be considered not yet capable of conducting the proposed
operation in the required manner, an AOC will not be issued and the applicant will be so
advised by letter, indicating the reasons for the lack of approval.

12.49.5.2 ISSUANCE OF THE AIR OPERATOR CERTIFICATE
12.49.5.2.1 Provided that the Director General is satisfied with the reports of the CAA
inspectors and has determined that there is no economic or legal bar to the associated

operations specifications.

12.49.5.2.2  There are four difference types of authorizations for an AOC that an operator could
be approved for, they are:

a. Private Operations
b. Aerial Work Operations
C. Charter Operations
d. Regular Public Transport Operations (Domestic or International)
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In accordance with the example contained in Figure 4-1 atthe end of this chapter,

the AOC will contain or make reference to the following information:

hD OO T

Operator's identification (name, location).

Date of issue and period of validity.

Description of the types of operations authorized.

The type(s) of aircraft authorized for use and

Authorized areas of operation and routes.

Any other pertinent information/ limitations and conditions.

12.49.5.2.4 When the AOC is issued the operator should be provided at the same time with
officially authenticated copies of the approved operations specifications. The operator should
also be advised as to the procedure to prepare and process future requests for amendments of
operations specifications.

12.4.9.5.2.5 Once the operator has received the AOC and the approved operations specifications,
the operator may inaugurate the flight operations authorized. Therefore, the operator may
inaugurate the flight operations in full compliance with these authorizations and the applicable
provisions of the Air Navigation. From that moment, the CAA will establish a continued
surveillance on the operator to ensure that the required standards of operation are
maintained, in accordance with VVolume 3 of this manual.

12.4.9.5.3 Procedure for the ACCEPTANCE of a Special Operation authorization application
(Operations Specification)

a. PURPOSE: To determine the acceptability of a new application for an operations
specification.

b. CIRCUMSTANCES OF USE: Whenever an air operator submits an application to
add an operation specification to the AOC

C. REFERENCE CRITERIA: 1S13 2.1

d. COORDINATION: The application will be jointly reviewed by Flight operations and
Airworthiness inspectors

e. TASK TO PERFORM: Verify the application package to ensure that it contains:

O Evidence of the aircraft capability as indicated in the aircraft certification
documents and aircraft manuals;

0 Amendment proposals relevant parts of the CAMO exposition manual and
Maintenance programme appropriate to support the intended additional
operation;

O The maintenance technician training programme, if applicable;
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Amendment proposals relevant parts of the operations manual for the addition
of appropriate operating procedures;

The flight crew training programme, if applicable;
Amendment proposal to the dispatch procedures, if applicable;

Amendment proposal to the flight dispatcher training programme, if
applicable; and

Flight Operation Safety Assessment (FOSA) if applicable. If one or more
required elements has not been submitted, FSR will, in writing, inform the
applicant that (1) the submitted package is incomplete and (2) cannot be
processed until the complete application package is submitted; If the package
is complete, FSSD will acknowledge reception of the package in writing
indicating that the application has been accepted and will be processed;

12.49.5.4 Procedure for the verification and APPROVAL of special operation authorization
application (Operations Specifications)

a. PURPOSE: To assess whether the applicant has satisfied all the requirements
applicable to the OPS SPEC applied for.

NOTE: This is a general procedure and there might be cases where the applicable
requirements outline additional elements not covered in this procedure. In such a case,
inspectors are responsible to verify those additional elements and to report them manually in
the associated checklist.

b. CIRCUMSTANCES OF USE: Whenever an air operator submits an application to add
an operation specification to the AOC.

C. REFERENCE CRITERIA: IS13 2.1

d. COORDINATION: Flight operations and Airworthiness

e. TASK TO PERFORM: Verify each document submitted by the operator against the
applicable regulation or requirement to ensure compliance with all applicable
requirements.

The verification will be performed for each of the following documents according to their
applicability in relation to the authorization sought:

0 B O I IO B B

[

Aircraft capability evidence;

CAMO exposition manual amendment;
Maintenance programme amendment;
Maintenance technician training programme;
Operations Manual Part A amendment;
Operations Manual Part B amendment
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MEL amendment

Operations Manual Part C amendment;
Operations Manual Part D amendment;
Dispatch Manual or procedures amendment;
Dispatcher training programme;

Flight Operation Safety Assessment, etc.;

N I O O

12.4.10 OPERATIONS MANUAL

12.4.10.1 If the operator has either partial or full manuals that provide guidance for flight or
ground personnel, the inspector should complete an inspection of the manuals, as applicable.

12.4.10.2 When the operator does not have a manual, or when there is only a part of a manual,
the inspector should determine whether or not the operator has deviation authority by Ops
Specs.

12.4.10.3 The inspector should determine whether or not manual procedures are being followed
by interviewing operator personnel or by observing employees in the performance of their
duties.

12411 RECORDS

124111 The inspector should conduct the following records inspections by using the applicable
guidance provided in this volume—

12.4.11.1.1  Flight Preparation records
12.4.11.1.2  Flight and duty time records
12.4.11.1.3  Training records
12.4.11.1.4  Operations records

12.4.12 AIRCRAFT

12.4.12.1 If practical, the inspector should examine, during an operations structure inspection,
the aircraft used by the operator. In addition to inspecting the aircraft to determine whether or
not it is in airworthy condition, the inspector should examine the following items for
compliance—

12.4.12.1.1  Airworthiness certificate and registration

12.4.12.1.2  Airplane limitations and required placards

12.4.12.1.3  Approved aircraft flight manual (AFM) or company flight manual (CFM) carried on
board

12.4.12.1.4  Empty weight and centre of gravity (CG) calculated

12.4.12.1.5 Instruments and equipment

12.4.12.1.6  Operable required equipment (unless an airworthiness directive (AD) provides
otherwise)

12.4.12.1.7  The approved minimum equipment list (MEL) and its use as authorised by the Ops
Specs (if applicable)

12.4.12.1.8  Aircraft records available for inspection
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12.5.1 The inspector should plan to debrief the operator as part of the operations structure inspection.
Quite often the operator may have participated directly in the inspection and may have the
capability to make corrections quickly.

12.5.2 The following debriefing points apply—
125.2.1 The debriefing should include both compliance and noncompliance areas. If a potential

violation is involved, the inspector should advise the operator that a safety resolution will be
raised and a letter of investigation (LOI) may follow.

125.2.2 The inspector must be clear when indicating any areas which the operator must correct
before further operations can be conducted.
125.2.3 The inspector should advise the operator that a formal letter containing a listing of the

discrepancies will be sent to the operator and made part of the permanent file.

126 FUTURE ACTIVITIES

12.6.1 By conducting operations structure inspections, the CAASL is able to maintain a
comprehensive review of an operator's business conduct and its compliance with the

regulations.

12.6.2 These inspections often result in findings which generate follow up action. If the findings
warrant such action, the inspector should implement the following corrective measures—

12.6.2.1 Surveillance to verify the operator's correction of discrepancies
12.6.2.2 An adjustment of the operator's planned work programme
12.6.2.3 The initiation of an enforcement investigation report, if applicable.

Note: During the Initial Certification of the Operator the CAASL Inspectors will be guided by
Appendix D of SLCAP 4100.

Chapter 12 — Issuance Of Air Operator Certificate Page; 12 - 8 Date; 05 April 2018
SLCAP 4200 Operations Inspectors Hand Book 2" Edition Rev. No. 00




CIVIL AVIATION AUTHORITY OF SRI LANKA

APPENDIX 12-A
CAA/OP/CL/61

CIVIL AVIATION AUTHORITY OF SRI LANKA
Air Operator Station Facility Inspection Checklist/Report
S=Satisfactory; U=Unsatisfactory; N=Not Observed, NA=Not Applicable

Operator Location Date Aircraft Type(s) (List)
Managementand  Name: Title: Inspector
Supervisory Name: Title:
Personnel (List): Name: Title:
A. PERSONNEL D. TRAINING H. SERVICING
1. Adequacy of Staffing 1. Duties and 1. Loading
2.___ Competence Responsibilities 2. Loghook/MEL Entries
2. Hazardous Materials 3 Fuelling
B. MANUALS 3.___ Passenger Handling 4. Oil/Hydraulic Services
. 4.___ Load Planning 5. Potable water Services
1. Auvailable 5. Aircraft Servicing 6. De-icing
2. Current _ 6. First Aid and Emergency 7. Marshalling
3.___ Adequate Information Action 8. Chocks/Mooring
7. Communication T
___Refuelling Procedures I. MANAGEMENT
__Aircraft Towing & Movement E. FACILITY EQUIPMENT
__Weight and Balance AND SURFACE 1.  Communication
__Operation of GSE 2. Contract Services
__AFM and Performance 1. Ramp Area 3. Contingency Planning
__Training Requirement 2. Passenger Movement
__Emergency Phone List 3. Lighting J. SECURITY
__Accident/Incident Procedures 4. Hazards/Obstructions
__Security 1. Passenger Screening
__Server Weather E. CONFORMANCE 2. Baggage and Cargo
__Carry- on Baggage Screening
__Hazardous Material 1. CAR’s 3. Limited Access Areas
__Contract Services 2. Operator’s Directives T
__Trip Records Disposition K. AERODROME
G. FLIGHT CONTROL
C. RECORDS 1. Fire Fighting Equipment
Flight Planning 2. Medical Services
1. Trip Load Planning 3. Ramp

2. Crew and Duty Time

3.

Communications

1.
2.
3. Weather
4. NOTAMs

REMARKS (Continue on back necessary):

OVERAL RESULT: [J

O Unsatisfactory

Satisfactory

INSPECTOR’S SIGNATURE
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Appendix 12-B
CAA/OP/CL/...............
Verification checklist for the ACCEPTANCE of a Special Operation authorization application

(Operations Specification)

Date:

Applicant ......cceeveveveececiecenen,

Air Operator:

File No.:

(Insert additional information as required)

No. Requirement S U N/ A
1 Aircraft capability O O O

2 CAMOE O | O

2 Maintenance programme O O O

3 Maintenance technician training programme O | O

4 OM amendment O O O

5 Flight crew training programme O O O

6 Dispatch procedures O O O

7 Dispatch training programme O O O

8 Flight Operation Safety Assessment O O O
Inspector comments:

Recommendation:

Inspector Signature: Date:

Chief, FSR Signature: Date:
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Chapter 13 - OPERATIONAL CONTROL
13.1 GENERAL POLICY

13.1.1 The information in this chapter should be used by operations inspectors when planning,
conducting, and reporting on operational control inspections.

13.1.2 Operational control inspections are applicable to all AOC holders, with specific emphasis on
those operating large and/or commuter flights.

a. AOC holders. The inspection of the operational control function of these AOC holders
is accomplished during a operations structure inspection.

b. Inspection of Operational Control Functions at Line Stations. An operational control
inspection is conducted at the facility where the operator authorizes or releases flights.
Operators commonly perform limited operational control functions at line stations, but
they may not authorize or release flights at these locations. The line station portion of
operational control functions is inspected during station facilities inspections.

13.2 OBJECTIVES

13.2.1 An operational control inspection has two primary objectives.

13.2.1.1 The first objective is for the inspector or team to ensure that the operator is in
compliance with the minimum requirements of the ANR and the operations specifications
(Ops Specs).

13.2.1.2 The second objective is to ensure that the operator's system of control provides positive
assurance of public safety. The operator must meet both objectives to obtain and retain an

operating certificate.

13.2.2 To make this determination, the inspector or team must evaluate the operator to ensure that
the following criteria are met:

a. Responsibility for operational control is clearly defined
b. An adequate number of operational control personnel are provided
C. Applicable manuals contain adequate policy and guidance to allow operational control

personnel and flight crews to carry out their duties efficiently, effectively, and with a
high degree of safety

d. Operational control personnel are adequately trained, knowledgeable, and competent
in the performance of their duties
e. Flight control personnel and flight crews have been provided with the necessary
information for the safe planning, control, and conduct of all flights
f. The operator provides adequate facilities
: The operator performs all operational control functions required by the regulations
h. The operator performs all functions necessary to provide adequate operational control

in the environment in which the operations are conducted
I Adequate emergency procedures and contingency plans have been formulated

Chapter 13 - Operational Control Page; 13 -1 Date; 05 April 2018
SLCAP 4200 Operations Inspectors Hand Book 2" Edition Rev. No. 00




< ©) =

CIVIL AVIATION AUTHORITY OF SRI LANKA
13.3 PRACTICES AND PROCEDURES

13.3.1 Inspectors conduct operational control inspections through systematic manual reviews,
records inspections, observations, and interviews.

13.3.2 INSPECTOR PREPARATION AND MANUAL REVIEW

13.3.2.1 Inspectors should become familiar with the operational control sections of the
operator's Ops Manual, Part A.

13.3.2.2 This manual review is both the first step in the inspection process and preparation for
subsequent steps.

13.3.2.3 The checklists for the various aspects of the inspection contain the topics which should
be included in the operator's manuals. Inspectors should use the checklist located at the end of
this section to determine if the necessary topics are covered and to determine if the contents
of the operator's manual are acceptable.

13.3.3 RECORDS CHECKS, INTERVIEWS, AND OBSERVATIONS

13.3.3.1 The inspector should establish with the operator a mutually convenient time for
conducting the records checks and interviews.

13.3.3.2 Inspectors must conduct interviews with both management and working level
personnel to meet inspection objectives. Inspectors should plan these interviews so that the
required information can be obtained without distracting personnel from their duties and
responsibilities. To prevent intruding into actual operations, the inspector should, if possible,
conduct these interviews privately and away from the flight control centre.

13.3.3.3 Inspectors must observe actual flight release operations. Before beginning these
observations, an inspector should request a tour of the operator's facility for orientation, during
which the inspector should observe a number of different people at work. The inspector should
ask questions; however, care must be taken not to distract or interfere with the individuals in
the performance of their assigned duties. An effort should be made by the inspector to make
observations during periods of peak activity, adverse weather, or during non-routine
operations.

FOls of large operators should arrange to have these observations conducted at random times
throughout the year, preferably in periods of inclement weather.

13.3.34 Inspectors should observe competency checks being conducted to evaluate the
knowledge level of persons involved in operational control and the performance of the
supervisor.
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13.4 OPERATIONAL CONTROL REVIEW AREAS

13.4.1 In addition to the checklist at the end of this evaluation guidance, the following guidance is
provided for training and consideration—

13.4.2 AUTHORISED OPERATIONS

13.4.2.1 Are the operations that may and may not be conducted according to the Ops Specs
(including areas of operation) clearly specified?

13.4.2.2 Avre there clear definitions of types of operations authorized? Are there clear definitions
of the rules under which each of these operations is conducted?

13.4.2.3 Are the applicable regulations identified and the operator's policies applicable to each
type of operation clearly stated?

13.4.2.4 Avre the topics listed on this checklist adequately covered?

13.4.25 Is the applicable section of the Ops Manual, Part A readily available to operational
control persons and flight crews while they perform their duties?

13.4.2.6 Is the copy of the operator's Ops Manual, Part A that is available to operational control
persons or flight crews current?

13.4.3 ORIGINAL RELEASE

13.4.3.1 Avre the conditions clearly stated under which a flight may and may not be dispatched?
13.4.3.2 Avre the conditions stated under which a flight must be rerouted, delayed, or cancelled?
13.4.3.3 Does the flight release contain all the required elements?

13.4.34 Are limitations required in the remarks of the release?

13.4.35 Is a written copy of weather reports and forecasts (including PIREPs) and NOTAMSs

attached to the release and provided to the flight crew?
13.4.4 RESPONSIBILITY FOR PREDEPARTURE FUNCTIONS

13.4.4.1 Are the responsibility and procedures for accomplishing the following functions
clearly specified?

Crew assignment

Load planning

Aircraft routing

Flight planning

Release of the aircraft from maintenance
Control of MEL and CDL limitations
Weight and balance

@rooo0oe
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13.4.4.2 Have adequate procedures for cross checking and verifying these activities been
established?

13.4.4.3 Is each of these procedures effective?
13.4.4.4 What means has the operator established for the PIC and operational control person to
ensure that each of these functions has been satisfactorily accomplished before the aircraft

departs?

13.4.5 PILOT BRIEFING

13.45.1 How do the operator's procedures provide for briefing of the PIC by the operational
control person?

13.45.2 Is the minimum content of the briefing specified and adequate?

13.45.3 How are the signatures of both the PIC and the operational control person on the

dispatch release accomplished?

13.45.4 Is the PICs obligation to operate the flight according to the release, or to obtain an
amended release, clearly stated?

13.4.6 FLIGHT FOLLOWING

13.4.6.1 Are the operational control persons’ flight following requirements and procedures
clearly stated?

13.4.6.2 Is policy and guidance provided to flight crews and operational control persons for
monitoring fuel En-route.

13.4.6.3 Avre flight crew reporting requirements and procedures clearly stated?

13.4.6.4 Are there specified procedures for operational control persons to follow when a
required report is not received?

15.4.6.5 Is a record of communications made and retained?
13.4.7 INABILITY TO PROCEED AS RELEASED

13.4.7.1 Is a policy stated concerning the PICs latitude to deviate from a dispatch release
without obtaining a new release?

13.4.7.2 Is there specific and adequate direction and guidance to PICs and operational control
persons for the actions to take when a flight cannot be completed as planned (such as
destinations or alternates below minimums, runways closed or restricted)?

13.4.7.3 Are procedures to follow specifically and clearly stated in case of diversion or holding?
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13.4.8 WEATHER

13.4.8.1 Does the operator obtain weather reports from an approved source?
13.4.8.2 Avre forecasts based on approved weather reports?
13.4.8.3 Does the operator have a weather forecasting? Are procedures for making flight

movement forecasts clearly specified? Are those individuals authorized to make a flight
movement forecast clearly specified? Are other individuals specifically prohibited from
making flight movement forecasts?

13.4.8.4 Does the operator have an adverse weather system?

13.4.8.5 Does the operator have adequate procedures for providing the latest available weather
reports and forecasts to flight crews while the flight is en-route?

13.4.8.6 Does the operator have adequate procedures for updating weather information when
the aircraft is delayed on the ground?

13.4.9 WEATHER MINIMUMS
13.4.9.1 Is release under VFR authorized by the Ops Specs?

13.4.9.2 If so, has the forecast and actual weather allowed VFR flight to destination on those
flights so released?

13.49.3 Have turbojet aircraft been released under VFR?
13.49.4 What IFR departure minimums are authorized by the Ops Specs?
13.4.9.5 When flights are released with the departure airport below landing minimums, are

takeoff alternates named on the dispatch release?

13.4.9.6 What destination weather minimums are authorized?
13.4.9.7 What weather minimums are authorized for "high minimums" captains?
13.4.9.8 How does the operator ensure compliance with the Ops Specs (operable centreline

lighting and 15% additional runway for turbojet operations for operations below 300 and 3/4)?

13.4.9.9 When a flight is released to a destination below CAT I minimums, is that airplane type
authorized at CAT Il or CAT Il operations at that location according to the Ops Specs?

13.4.9.10 When destination alternates are required, are they named on the dispatch release?

13.4.9.11 Is the weather at the named alternate airport equal or better than that required by the
Ops Specs?

13.4.9.12 Is "marginal” defined for the designation of two alternates on the dispatch release?
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13.4.9.13 Are two alternates designated when required?

13.4.9.14 How does the operator ensure that operational control persons are aware of these
limitations before dispatching a flight?

13.4.9.15 Do weather forecasts from the trip records show that these limits have been complied
with for dispatch?

13.4.10 SELECTION OF ALTERNATES

13.4.10.1 Is policy, direction, and guidance provided for the selection of alternates?

13.4.10.2 Is terrain and engine-out performance (drift-down) considered in the alternate
selection?

13.4.11 NOTAMS

13.4.11.1 Is the required NOTAM information provided (Class I, Class 11, and Local)?
13.4.12 INFORMATION

13.4.12.1 What provisions does the operator make for supplying airport and navigation
information?

13.4.12.2 What means does the operator use to comply with the requirement for an airport data
system? Is it adequate?

13.4.12.3 Avre flight crews provided with written flight plans for monitoring flight progress and
fuel burn?

13.4.12.4 How does the operator provide data to operational control persons on takeoff and
landing minimums at each airport?

13.4.12.5 Do operational control persons have immediate access to such data?

13.4.12.6 Are provisions made for nonstandard operations, such as inoperative centreline
lighting?

13.4.13 FUEL

13.4.13.1 Are all the required increments of fuel provided (start and taxi, takeoff to arrival at
destination, approach and landing, missed approach, alternate fuel, 45 minutes of reserve, and
contingency fuel)?

13.4.13.2 Are the operator's policies concerning contingency fuel adequate for the environment
in which operations are conducted?

13.4.13.3 Are there minimum fuel procedures specified for both operational control persons and
PICs?
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13.4.134 When aircraft are dispatched without an alternate, is adequate contingency fuel carried
for un forecast winds, terminal area delays, runway closures, and contingencies?

13.4.14 EMERGENCY PROCEDURES.

13.4.14.1 Are emergency action procedures and checklists published and readily available for
the following emergencies?

In-flight Emergency

Crash

Overdue or missing aircraft
Bomb threat

Hijacking

®o0 oW

13.4.15 CHANGEOVER PROCEDURES

13.4.15.1 Is an adequate overlap provided for the operational control person being released to
brief the oncoming operational control person on the situation?

13.4.16 TRIP RECORDS

13.4.16.1 Avre the required trip records carried to destination
13.4.16.2 Avre trip records retained for 30 days?

13.5 OPERATIONAL CONTROL PERSONS

13.5.1 QUALIFICATION

135.1.1 Avre all operational control persons certified?

135.1.2 Have all operational control persons successfully completed a competency check
within the eligibility period?

13.5.1.3 Have all operational control persons completed route familiarization within the
preceding 12 calendar months? How does the operator ensure that operational control persons
are currently familiar with the areas in which they work?

13.5.2 KNOWLEDGE OF WEATHER

135.2.1 Are operational control persons knowledgeable about the following weather
conditions?
a. Surface (fronts, fog, low ceilings, etc.)
b. Upper Air (tropopause, jet streams)
C. Turbulence (pressure and temperature gradients)
d. Severe (low level wind shear, microburst, icing, thunderstorms, Volcanic Ash etc.)
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13.5.2.2 Can operational control persons read a terminal report, forecast accurately and interpret
the meanings?

13.5.2.3 Can operational control persons read various weather depiction charts and interpret the
meanings?
13.5.24 Can operational control persons read upper air charts and interpret the meanings?

13.5.3 KNOWLEDGE OF THE AREA

135.3.1 Do operational control persons immediately recognize the airport identifiers for the
airports in the area in which they are working?

13.5.3.2 Are operational control persons generally familiar with the airports in the area in which
they are working (number and length of runways, available approaches, general location,
elevation, surface temperature limitations)?

13.5.3.3 Are operational control persons aware of which airports, in the areas in which they are
working, are special airports, and why?

13.5.34 Are operational control persons aware of the terrain surrounding the airports in the
areas in which they are working?

13.5.35 Are operational control persons aware of dominant weather patterns and seasonal
variations of weather in the area?

13.5.3.6 Are operational control persons aware of route segments limited by drift down?
13.5.4 KNOWLEDGE OF AIRCRAFT AND FLIGHT PLANNING

13.54.1 Are operational control persons aware of the general performance characteristics of
each airplane with which they are working (such as average hourly fuel burn, holding fuel,
engine out, drift down height, effect of an additional 50 knots of wind, effect of a 4,000 foot
lower altitude, crosswind limits, maximum takeoff and landing weights, required runway
lengths)?

13.5.4.2 Can operational control persons read and explain all the items on the operator's flight
plan?

13.5.5 KNOWLEDGE OF POLICY

13551 Are operational control persons knowledgeable of the Ops Specs, particularly such
items as authorized minimums?

13.5.5.2 Are operational control persons aware of the policies and provisions of the operator's
manual as discussed under policies and procedures?

Chapter 13 - Operational Control Page; 13 -8 Date; 05 April 2018
SLCAP 4200 Operations Inspectors Hand Book 2" Edition Rev. No. 00




S CIVIL AVIATION AUTHORITY OF SRI LANKA
13.5.6 KNOWLEDGE OF RESPONSIBILITIES
13.5.6.1 Are operational control persons knowledgeable of their responsibilities under the ANR
Part (such as briefing PIC; cancelling, rescheduling, or diverting for safety; in-flight

monitoring; In-flight notification of PIC)?

13.5.6.2 Are operational control persons knowledgeable of their responsibilities under the
operator's manual as discussed in paragraph 1?

13.5.6.3 Are operational control persons aware of their obligation to declare emergencies?
13.5.7 PROFICIENCY

135.7.1 Are operational control persons competent in the performance of their assigned duties?
13.5.7.2 Are operational control persons alert for potential hazards?

13.5.8 DUTY TIME

13.5.8.1 Avre the regulatory duty time requirements being complied with?

13.5.9 SUPERVISORS

13.5.9.1 Qualification. Are supervisors qualified and current as operational control persons?
13.5.9.2 Conduct of Checks. Are competency checks appropriate, thorough, and rigorous?
13.5.10 FACILITIES AND STAFF

13.5.10.1 Physical

13.5.10.2 Is enough space provided for the number of people working in the dispatch centre?
13.5.10.3 Are the temperature, lighting, and noise levels conducive to effective human
performance?

13.5.10.4 Is the access to the facility controlled?
13.5.11 INFORMATION

135.11.1 Are operational control persons supplied with all the information they require (such as
flight status, maintenance status, load, weather, facilities)?

13.5.11.2 Is the information effectively disseminated and displayed? Can information be quickly
and accurately located without overloading the operational control person?

13.5.11.3 Are real time weather displays available for adverse weather avoidance?
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13.5.12 COMMUNICATIONS
13.5.121 Can a operational control person establish rapid and reliable radio communications

(voice or ACARS) with a captain when a flight is parked at the gate?

13.5.12.2 How much time does it take to deliver a message to an enroute flight and get a
response?

13.5.12.3 Avre direct voice radio communications available at all locations? Are they reliable? If
communications facilities are shared with other airlines, does traffic congestion preclude rapid
contact with a flight?

13.5.12.4 If hub and spoke operations are conducted, are there adequate communication facilities
available to contact and deliver a message to all arriving flights within a 15 minute period?

13.5.12.5 Are backup communications links available in case of a failure of the primary links?
13.5.13 MANAGEMENT
13.5.13.1 Has overall responsibility for operations in progress been assigned to one individual

who can coordinate the activities of all of the operational control persons?

13.5.13.2 Have procedures been established for coordinating with central flow control?
13.5.13.3 Have adequate internal communications links been established?
13.5.14 WORKLOAD

13.5.14.1 What method does the operator use to show compliance with the requirement to assign
enough operational control persons during periods of normal operations and periods of non-
routine operations?

13.5.14.2 Are the operator's methods adequate?

13.5.14.3 Do operational control persons have enough time to perform both dispatch and flight
following duties in a reasonable manner?

13.6 POLICIES AND PROCEDURES.
13.6.1 AUTHORISED OPERATIONS

13.6.1.1. Are the operations that may and may not be conducted according to the Ops Specs,
including areas of operation, clearly specified?

13.6.2 MANUALS

13.6.2.1 Is there a section of the Ops Manual, Part A in which the policy and guidance for
operational control has been collected for the guidance of flight crews and flight followers?
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13.6.2.2 Avre the topics listed on this checklist adequately covered?
13.6.2.3 Is the applicable section of the Ops Manual, Part A readily available to flight followers

and flight crews while they perform their duties?
13.6.2.4 Is the operator's Ops Manual, Part A current?

13.6.3 ORIGINAL RELEASE

13.6.3.1 Avre the conditions clearly stated under which a flight may and may not be released?
13.6.3.2 Avre the conditions stated under which a flight must be rerouted, delayed, or cancelled?
13.6.3.3 Does the flight release contain all of the required elements?

13.6.3.4 Avre limitations placed in the remarks?

13.6.3.5 What provisions are made for PICs and flight followers to obtain weather reports and

forecasts (including PIREPs and NOTAMSs)?
13.6.4 RESPONSIBILITY FOR PREDEPARTURE FUNCTIONS

13.6.4.1 Are the responsibilities and procedures clearly specified for accomplishing the
following functions?

13.6.4.1.1 Crew assignment

13.6.4.1.2 Load planning

13.6.4.1.3 Aircraft routing

13.6.4.1.4 Flight planning

13.6.4.1.5 Release of the aircraft from maintenance
13.6.4.1.6 Control of MEL and CDL limitations
13.6.4.1.7 Weight and balance

13.6.4.2 Have adequate procedures been established for cross checking and verifying these
activities?

13.6.4.3 Is each of these procedures effective?

13.6.4.4 What means has the operator established for the PIC and flight follower to ensure that

each of these functions has been accomplished satisfactorily before the aircraft departs?
13.6.5 DUAL RESPONSIBILITY
13.6.5.1 How the concurrence of the flight follower is obtained before the PIC signs the release?

13.6.5.2 Is the PICs obligation to operate the flight according to the release or to obtain
concurrence of the flight follower for an amended release clearly stated?
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13.6.6 FLIGHT FOLLOWING

13.6.6.1 Are the flight follower's duties and procedures clearly stated?
13.6.6.2 Is policy and guidance provided to flight followers for monitoring flight movements?
13.6.6.3 Avre flight following procedures effective?

13.6.7 INABILITY TO PROCEED AS RELEASED

13.6.7.1 Is a policy stated concerning the PICs latitude to deviate from the flight release without
obtaining a new release?

13.6.7.2 Is there specific and adequate direction and guidance to PICs and flight followers for
the actions to take when a flight cannot be completed as planned (such as destinations or
alternates below minimums, runways closed or restricted)?

13.6.7.3 Are procedures to follow specifically and clearly stated in case of a diversion or
holding?

13.6.8 WEATHER

13.6.8.1 Does the operator obtain weather reports from an approved source?
13.6.8.2 Avre forecasts based on approved weather reports?
13.6.8.3 Does the operator have a weather forecasting system? Are procedures for making flight

movement forecasts clearly specified? Is the privilege of making a flight movement forecast
limited to meteorologists and specifically trained operational control persons? Are other
individuals specifically prohibited from making flight movement forecasts? As part of the
requirements for this system, does the flight follower have the capability to contact flights
while they are en-route?

13.6.8.4 Does the operator have an adverse weather system?

13.6.8.5 Does the operator have adequate procedures for the flight crews to obtain the latest
available weather report while the flight is en-route?

13.6.8.6 Does the operator have adequate procedures for updating weather information when
the aircraft is delayed on the ground?

13.6.9 WEATHER MINIMUMS
13.6.9.1 Is release under VFR authorized by the Ops Specs?

13.6.9.2 If so, have the forecast and actual weather report allowed VFR flight to proceed to
destination on those flights so released?

13.6.9.3 Have turbojet aircraft been released under VFR?
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13.6.9.4 What IFR departure minimums are authorized by the Ops Specs?

13.6.9.5 When flights are released with the departure airport below landing minimums, are
takeoff alternates named on the flight release?

13.6.9.6 What destination weather minimums are authorized?
13.6.9.7 What weather minimums are authorized for "high minimums" captains?
13.6.9.8 How does the operator ensure compliance with the Ops Specs (operable centreline

lighting and 15% additional runway for turbojet operations for operations below 300 and 3/4)?

13.6.9.9 When a flight is released to a destination below CAT I minimums, is that airplane type
authorised for CAT Il or CAT Il operations at that location, according to the Ops Specs?

13.6.9.10 When destination alternates are required, are they named on the flight release?

13.6.9.11 Is the weather at the named alternate airport equal to or better than that required by the
Ops Specs?

13.6.9.12 Is "marginal” defined for the designation of two alternates on the dispatch release?

13.6.9.13 Are two alternates designated when required?

13.6.9.14 How does the operator ensure that flight followers are aware of these limitations before
concurring with the release of a flight?

13.6.9.15 Do weather forecasts from the trip records show that these limits have been complied
with for dispatch?

13.6.10 SELECTION OF ALTERNATES

13.6.10.1 Are policy, direction, and guidance provided for the selection of alternates?
13.6.10.2 Avre terrain and engine-out performance considered in alternate selection?
13.6.10.3 Is an alternate airport always designated?

13.6.11 NOTAMS

13.6.11.1 Is the required NOTAM information provided (Class I, Class Il, and Local)?
13.6.12 INFORMATION

13.6.12.1 What provisions does the operator make for supplying airport and navigation
information?
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13.6.12.2 What means does the operator use to comply with the requirement for an airport data

system? Is it adequate?

13.6.12.3 Avre flight crews provided with written flight plans for monitoring flight progress and
fuel burn?

13.6.12.4 How does the operator provide data to flight followers on takeoff and landing
minimums at each airport?

13.6.12.5 Do flight followers have immediate access to such data?

13.6.12.6 Are provisions made for nonstandard operations such as inoperative centreline

lighting?
13.5.13 FUEL
13.6.13.1 Avre all of the required increments of fuel provided (such as start and taxi, takeoff to

arrival at destination, approach and landing, missed approach, alternate fuel, 30 minutes of
reserve, and contingency fuel)?

13.6.13.2 Are there minimum fuel procedures specified for both operational control persons and
PICs?

13.6.13.3 Avre the operator's policies concerning contingency fuel adequate for the environment
in which operations are conducted?

13.6.14 EMERGENCY PROCEDURES
13.6.14.1 Are emergency action procedures and checklists published and readily available?

In-flight Emergency

Crash

Overdue or missing aircraft
Bomb threat

Hijacking

®o0 o

13.6.15 CHANGEOVER PROCEDURES

13.6.15.1 Is an adequate overlap provided for the flight follower being released to brief the
oncoming flight follower on the situation?

13.6.16 TRIP RECORDS
13.6.16.1 Are the required trip records carried to destination?

13.6.16.2 Are trip records retained for 30 days?
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13.7 FLIGHT FOLLOWERS
13.7.1 QUALIFICATION

13.7.1.1 What means does the operator use to comply with the requirement that flight followers
are competent? Is the operator's method effective?

13.7.1.2 How does the operator ensure that flight followers are currently familiar with the areas
in which they work?

13.7.2 KNOWLEDGE OF WEATHER

13.7.2.1 Are flight followers knowledgeable of the following weather conditions?

13.7.2.1.1 Surface (fronts, fog, low ceilings)

13.7.2.1.2 Upper Air (tropopause, jet streams)

13.7.2.1.3 Turbulence (pressure and temperature gradients)

13.7.2.1.4 Severe (low level wind shear, microburst, icing, thunderstorms)

13.7.2.2 Can flight followers read a terminal report, forecast accurately, and interpret the
meanings?

13.7.2.3 Can flight followers read various weather depiction charts and interpret the meanings?

13.7.24 Can flight followers read upper air charts and interpret the meanings?

13.7.3 KNOWLEDGE OF THE AREA

13.7.3.1 Do flight followers immediately recognize the airport identifiers for the airports in the
area in which they are working?

13.7.3.2 Are flight followers generally familiar with the airports in the area in which they are
working (number and length of runways, available approaches, general location, elevation,
surface temperature limitations)?

13.7.3.3 Are flight followers aware of which airports, in the areas in which they are working,
are special airports and why?

13.7.3.4 Are flight followers aware of the terrain surrounding the airports in the areas in which
they are working?

13.7.3.5 Are flight followers aware of dominant weather patterns and seasonal variations of
weather in the area?

13.7.3.6 Are flight followers aware of route segments limited by drift down?
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13.7.4 KNOWLEDGE OF AIRCRAFT AND FLIGHT PLANNING
13.7.4.1 Avre flight followers aware of the general performance characteristics of each airplane
with which they are working (such as average hourly fuel burn, holding fuel, engine-out drift
down height, effect of an additional 50 knots of wind, effect of a 4,000 foot lower altitude,
crosswind limits, maximum takeoff and landing weights, required runway lengths)?

13.7.4.2 Can flight followers read and explain all the items on the operator’s flight plan?

13.7.5 KNOWLEDGE OF POLICY

13.75.1 Are flight followers knowledgeable of the Ops Specs, particularly authorized
minimums?
13.7.5.2 Are flight followers aware of the policies and provisions of the operator's manual as

discussed under policies and procedures?
13.7.6 KNOWLEDGE OF RESPONSIBILITIES

13.7.6.1 Are flight followers knowledgeable of their responsibilities under the applicable
regulations?

13.7.6.2 Are flight followers knowledgeable of their responsibilities under the operator's
manual?

13.7.7 PROFICIENCY

13.7.7.1 Avre flight followers competent in the performance of their assigned duties?
13.7.7.2 Acre flight followers alert for potential hazards?

13.8 FACILITIES AND STAFF

13.8.1 PHYSICAL

13.8.1.1 Is enough space provided for the number of people working in the flight following
centre?

13.8.1.2 Are the temperature, lighting, and noise levels conducive to effective human
performance?

13.8.1.3 Is access to the facilities controlled?

13.8.2 INFORMATION.

13.8.2.1 Avre flight followers supplied with all the information they require (flight status,
13.8.2.2 maintenance status, load, weather, facilities)?
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13.8.2.3 Is information effectively disseminated and displayed? Can information be quickly and
accurately located without overloading the flight follower?

13.8.2.4 Are real time weather displays available for adverse weather avoidance?

13.8.3 COMMUNICATIONS

13.8.3.1 Can a flight follower establish reliable communications with a PIC before release?
13.8.4 MANAGEMENT

13.8.4.1 Has overall responsibility for operations in progress been assigned to one individual
who can coordinate the activities of all flight followers?

13.8.4.2 Have procedures been established for coordinating with central flow control?

13.8.4.3 Have adequate internal communications links been established?

13.8.5 WORKLOAD

13.85.1 What methods does the operator use to show compliance with the requirement to
assign enough flight followers during periods of normal operations and periods of non-routine
operations?

13.8.5.2 Avre the operator's methods adequate?

13.8.5.3 Do flight followers have enough time to perform both release and flight following
duties in a reasonable manner?
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APPENDIX 13-A

CIVIL AVIATION AUTHORITY OF SRI LANKA
Air Operator Operational Control Inspection Checklist/Report -CAA/OP/CL/064

AIR OPERATOR OPERATIONAL CONTROL INSPECTION CHECKLIST/ REPORT

Name of The Operator

Date

Name of the Inspector

Location

REFERENCE — Annex 6 Part | Chapter 4.2 & Chapter 10, Is 019 & 013, DOC 8335, SLCAP 4200

Y =YES

NO

NS = NOT SEEN NA =NOT APPLICABLE

Check YES column if you reviewed the record, procedure or event and have no comment

Check NO column if you reviewed the record, procedure or event and have a comment

Check NOT SEEN column if you did not review the record, procedure or event or you do have adequate information

to make a valid comment

Check NOT APPLICABLE column if the line item is not required in this particular Operator

Make notes regarding a NO answer for resolution

SECTION A POLICIES AND PROCEDURES

1

AUTHORIZED OPERATIONS

The type of operations that may and may not be conducted should be clearly

1.1 specified in manuals and other instructions (VFR, IFR, extended range, CAT
I, etc.)
12 Air Navigation Act and the operator's policies applicable to each type of
' operation should be clearly stated
13 Geographic areas and destinations to which extended over water flights or
' extended range operations may be conducted should be clearly specified
Y N NS | NA 2 MANUALS
21 A section of the Operations Manual should be devoted to the policy and
' guidance for operational control
If the operator conducts extended over water or extended range operations, a
2.2 separate section of the operations manual should contain key considerations
regarding these types of operations
23 The applicable section(s) of the Operations Manual should be readily
' available to dispatchers and flight crews while they perform their duties
Y N NS | NA 3 PRE DEPARTURE
3.1 Crew assignment
3.2 Load planning
3.3 Aircraft routing
3.4 Flight planning
3.5 Release of the aircraft from maintenance
Control of MEL and CDL limitations. Required instruments and equipment
3.6 . .
should be installed and operational
3.7 Compliance with flight operations limitations
3.8 Weight and balance
39 Performance Planning, including consideration of mass, elevation,

temperature, wind, obstacles, etc.
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310 Adequate procedures for supervising and verifying these activities should be
' established
The operator should have a means for the PIC and dispatcher to ensure that
3.11 each of these functions has been satisfactorily accomplished before the aircraft
departs
Y N NS | NA 4 ORIGINAL RELEASE
The conditions under which a flight may and may not be dispatched (type of
4.1 . - 4
operation, weather, crew compliment, load, etc.) should be clearly defined
4.2 Cancelled should be defined
4.3 The flight release should contain all the necessary elements (see Section 5.3
44 A written copy of weather reports and forecasts (including PIREPS) and
' NOTAMS should be attached to the release and provided to the flight crew
45 Extended over water or extended range operations should be conducted under
' instrument flight rules
16 Flight should not be commenced unless it is ascertained by every reasonable
' means that airports to be used are adequate for the operation
Y N NS | NA 5 DISPATCHER BRIEFING
51 The operator's procedures should provide for briefing of the PIC by the
' dispatcher
5.2 The minimum content of the briefing should be specified and adequate
Y | N | NS | NA 6 DUAL RESPONSIBILITY
6.1 The signatures of both the PIC and the Dispatcher should be required on the
' flight release
The PIC's obligation to operate the flight according to the release, or to obtain
6.2
an amended release, should be clearly stated
Y N NS | NA 7 FLIGHT FOLLOWING
71 The dispatcher's flight following requirements and procedures should be clearly
' identified
79 Policy and guidance should be provided to flight crews and dispatchers for
' monitoring fuel en-route
7.3 Flight crew reporting requirements and procedures should be clearly stated
74 There should be specified procedures for dispatchers to follow when a required
' report is not received
75 The operator should maintain a record of communications between the
' dispatcher and the flight
Procedures should be established to notify flights en route concerning
7.6 hazardous conditions relating to aerodromes, navigation aids, etc., and to
report changes in forecast weather
Y | N ] NS | NA 8 PLANNED RE-RELEASE
If the operator uses planned re-release procedures in connection with extended
8.1 : . ; )
over water operations, the following areas should be considered:
8.2 A separate operational analysis should be prepared for the two routes and
' provided to both the PIC, dispatcher, and flight follower.
Re-release messages should be transmitted, acknowledged, and recorded. The
8.3 message should include all requirements including NOTAM and weather
information.
8.4 The aircraft should meet landing performance requirements at the intermediate
' destination.
Y N NS | NA 9 INABILITY TO PROCEED AS RELEASED
Policy concerning the PIC's latitude to deviate from a dispatch release without
9.1 e
obtaining a new release should be stated
PIC's and dispatchers for the actions to take when a flight cannot be completed
9.2 as planned (such as destinations or alternates below minimums, runways closed
or restricted)
93 Procedures to follow in case of diversion or holding should be specifically and
' clearly stated
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9.4 Procedures to be followed in case of an emergency procedure which results in
' deviation from local regulations or procedures should be clearly stated
Y N NS | NA 10 WEATHER
10.1 | Weather reports should be obtained from a source approved by the DGCA
10.2 Forecasts should be based on approved weather reports
10.3 The operator have adequate procedures for updating weather information when
' the aircratft is delayed on the ground
10.4 The operator should have adequate procedures for providing the latest available
' weather reports and forecasts to flight crews while the flight is en route
Procedures should be employed for disseminating information pertaining to
10.5 | turbulence, thunderstorms, and other adverse weather phenomena; and as well
as the best routes for avoiding them
10.6 The flight should not be released into know icing conditions unless equipped to
' cope with such condition
Y N NS | NA 11 AERODROME OPERATING MINIMA
If release under VFR is authorized, the forecast and actual weather reports
11.1 should permit VFR flight over all portions of the route to be flown under visual
flight rules
IFR departure minimums should be consistent with Air Navigation Act and
11.2 o
specific DGCA approvals
Takeoff alternates should be named on the dispatch release when flights are
113 released with the departure airport below landing minimums, and should meet
' the requirements of ICAO Annex 6 Para 4.3.4.1 and applicable Air Navigation
Act
114 Destination weather minimums should be clearly defined
115 The operator should make provisions regarding weather minimums for "high
' minimums" (or "low time") captains
When a flight is released to a destination below CAT | minimums, the airplane
11.6 type should be equipped and authorized for CAT 1l or CAT Il operations at that
location and the captain should be properly qualified
destination alternates should be named on the dispatch release when required
11.7 X L
by Air Navigation Act
118 The weather at the named destination alternate airport should be equal to or
' better than that required by applicable regulations.
Flights should not be continued toward the aerodrome of intended landing
11.9 unless the latest available information indicates that operating minima can be
complied with.
Y N NS | NA 12 MINIMUM EN ROUTE ALTITUDES
121 The operator should establish minimum en-route altitudes for routes flown,
' which should not be lower than those established by the DGCA.
Y N NS | NA 13 SELECTION OF ALTERNATES
13.1 Policy, direction, and guidance should be provided for the selection of takeoff,
' en-route, and destination alternate
13.2 Terrain and engine out performance should be considered in selecting an
' alternate
Y N NS | NA 14 NOTAMS
14.1 NOTAM information should be available and utilized
Global Positioning System (GPS), Omega and Loran NOTAM s - needed for your
14.2 State NOTAMSs should be provided to appropriate extended over water
operations
Y N NS | NA 15 INFORMATION
151 The operator should make adequate provisions for supplying airport and
' navigation information to pilots and dispatchers. (AIP, AIRAC & AIC etc.)
The operator should have an adequate method for providing data to dispatchers
15.2 on takeoff and landing minimums at each airport. Dispatchers should have
immediate access to such data
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Y N NS | NA 16 FUEL AND OIL SUPPLIES
All increments of fuel required by ICAO Annex 6 and DGCA regulations (start
16.1 & taxi, takeoff to arrival at destination, approach and landing, missed
' approach, alternate fuel, holding, and contingency) should be provided. Special
fuel provisions for extended range operations should be strictly adhered to
If aircraft are dispatched without an alternate, adequate contingency fuel should
16.2 be carried for un-forecast winds, terminal area delays, runway closures, and
contingencies
16.3 Minimum fuel procedures should be specified for both dispatchers and PIC's
' and should be adequate for the environment in which operations are conducted
Y N NS | NA 17 ENGINE OUT PERFORMANCE CONSIDERATIONS
171 The operator should take into account engine out performance rules when
' applicable to specific routes and types of operations.
17.2 Engine out performance analysis should be complete and accurate
17.3 Flights and extended range operations
174 Adequate guidance should be available for drift down computations and fuel
' dump requirements
Y N NS | NA 18 EMERGENCY PROCEDURES
Emergency action procedures and checklists should be published and readily
available to operations control personnel for the following emergencies:
1, In-flight Emergency
18.1 2. Crash
3. Overdue or missing aircraft
4. Bomb threat
5. Hijacking
18.2 Operator should have available lists containing information on the emergency
' and survival equipment carried aboard its airplanes
18.3 Provisions should be made to retain in safe custody the flight recorder of an
' airplane which becomes involved in an accident
Y N NS | NA 19 CHANGEOVER PROCEDURES
During shift changes, an adequate overlap should be provided for dispatchers
19.1 and other flight operations control personnel to brief their oncoming
counterparts.
Y | N | NS | NA 20 COMMUNICATIONS AND REPORTS
Provisions should be made concerning the following
20.1 1. Inflight meteorological observations and reports
2. Reports of hazardous conditions other than meteorological
0.2 Coordination with ATS regarding operational instructions to aircraft in flight
' which change an ATS flight plan
SECTION B DISPATCHERS AND METEOROLOGISTS.
Y N NS | NA 1 QUALIFICATIONS
1.1 All dispatchers should be certified in accordance with the CAA regulations
12 Dispatchers should be successfully completed a competency check within a
' required eligibility period
13 Dispatchers should have completed route  familiarization within a specified
' time period
14 Dispatchers at foreign locations should hold dispatcher certificates from the
' country of the operator
Any meteorologists who are employed by the operator should be qualified
15 : ; .
according to CAA regulations and operator policy
Y N NS | NA 2 KNOWLEDGE OF WEATHER.
2.1 Knowledgeable about the following weather conditions
2.2 Surface (fronts, fog, low ceilings, etc.)
2.3 Upper Air (tropopause, jet streams)
2.4 Turbulence (pressure and temperature gradients)
2.5 Severe (Low level wind shear, microburst, icing, thunderstorms)
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26 Able to read terminal reports, forecasts, various weather depiction charts and
' upper air charts and interpret the meanings
Y N NS | NA 3 KNOWLEDGE OF THE AREA.
31 Able to immediately recognize the airport identifiers for the airports in the area
' they are working
Generally familiar with the airports in the area they are working (number and
3.2 length of runways, available approaches, general location, elevation, surface
temperature limitations)
33 Aware of which airports in the areas they are working in are special airports,
' with regard to crew qualifications
3.4 Aware of the terrain surrounding the airports in the areas they are working
35 Aware of dominant weather patterns and seasonal variations of weather in the
' area
3.6 Aware of route segments limited by drift down
Y N NS | NA 4 KNOWLEDGE OF AIRCRAFT & FLIGHT PLANNING
The general performance characteristics of each airplane with which they are
working (such as average hourly fuel burn, holding fuel, engine out, drift down
4.1 height, effect of an additional 50 knots of wind, effect of a 4,000 ft. lower
altitude, crosswind limits, maximum takeoff and landing weights, required
runway lengths)
4.2 All of the elements contained in the operator's flight plan
Y N NS | NA 5 KNOWLEDGE OF POLICY
51 Knowledgeable regarding CAA policy and authorizations regarding such items
' as weather minimums
59 ware of the provisions of the operators manual regarding all policies and
' procedures discussed in this section
Y N NS | NA 6 KNOWLEDGE OF DUTIES & RESPONSIBILITIES
Knowledgeable of their responsibilities under the Air Navigation Act (such as
6.1 briefing PIC; cancelling, re-scheduling, or diverting for safety; in-flight
monitoring; in-flight notification of PIC)
6.2 Knowledgeable of their responsibilities under the operator's manual as
' discussed in paragraph A
Y N NS | NA 7 PROFICIENCY
7.1 Competent in the performance of their assigned duties
7.2 Alert for potential hazards
Y N NS | NA 8 DUTY TIME
Regulatory requirements should be complied with. in the absence of regulatory
8.1 requirements, shifts should be of a reasonable length and adequate rest time
should be provided between shifts
SECTION B SUPERVISORS.
Y N NS | NA 1 QUALIFICATION
11 Supervisors of dispatchers should themselves be qualified and current as
' dispatchers
12 Conduct of Competency checks. Competency checks which are administered by
' supervisors should be appropriate, thorough, and rigorous
SECTION C FACILITIES AND STAFF
Y N NS | NA 1 ADEQUACY OF FACILITIES
11 Working space should be adequate for the number of people working in the
' dispatch Centre
12 Temperature, lighting, and noise levels should be conducive to effective
' performance by operations personnel
1.3 Access to the facilities should be controlled
Y N NS | NA 2 PERTINENT INFORMATION
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Dispatchers should be supplied with all the information they require (such as

2.1 on flight status, maintenance status, load, weather, facilities)
29 Information effectively disseminated and displayed; and be quickly and
' accurately located
2.3 Real time weather displays should be available for adverse weather avoidance
Y N NS | NA 3 COMMUNICATIONS
A dispatcher should be able to establish rapid and reliable voice
3.1 communications with a captain at the gate and to be able to deliver a message
to a flight en-route and get a response within a reasonable time interval.
3.2 Dispatchers should be properly authorized and qualified to use all
' communications channels required for operational control
Direct voice radio communications should be available between the control
3.3 . . . .
Centre and line stations to the maximum extent possible
34 Backup communications links should be available in case of a failure of the
' primary links
35 The operations control Centre should have adequate communications with
' appropriate ATS facilities
Y N NS | NA 4 MANAGEMENT
Overall responsibility for operations in progress should be assigned by the
4.1 operator to one individual who can coordinate the activities of all of the
dispatchers
42 Adequate internal communications links to flow control type facilities and to
' high level management officials should be firmly established
Y N NS | NA 5 WORKLOAD
The operator should assign enough personnel to adequately handle the
5.1 . : . .
workload during periods of both normal and non-routine operations
Dispatchers should have enough time perform both dispatch and post flight
52 duties in an effective manner. Dispatchers should not be used to perform other
' functions such as clerks, maintenance officers, etc., to the detriment of their
primary function
5.3 Duty time restrictions for certificated personnel should be adhered to.

Inspector’s Remarks

Date: Signature:
DD Ops Remarks
Date: Signature:
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APPENDIX 13-B

Operational Control System Diagram
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- LEASE & INTERCHANGE ARRANGEMENTS

Note: Regulations concerning aircraft leasing is found in Implementing standard 091

141 BACKGROUND & DEFINITIONS

14.1.1 Continuing economic deregulation of the global air transportation industry, and increasing
international cooperation between the governments working through bilateral and multilateral
agreements have resulted in greater numbers of aircraft lease and interchange agreements.
These agreements are widely used to meet certain market demands and seasonal fluctuations
in both the domestic and global air transportation systems.

14.1.2 For the purpose of standardization concerning surveillance, enforcement, and compliance with
applicable ANR requirements, the following definitions apply to lease and interchange
agreements—

a.

Lease Any agreement by a person (the lessor) to provide an aircraft to another person
(the lessee) who will use the aircraft for compensation or hire purposes. A lease is not
an agreement for the sale of an aircraft or a contract of conditional sale.

Dry lease. Any agreement in which a lessor such as an air operator, bank, or leasing

company—

o Leases an aircraft without any crewmembers to an air operator (the lessee); and

o Which the lessee is clearly authorized to integrate into its operations; and

o Where the lessee is expected to assume all key AOC-related responsibilities for
operational and maintenance arrangements.

Wet lease. Any agreement in which an air operator (the lessee) leases an aircraft from
a Sri Lanka AOC holder, foreign air operator, or other entity (the lessor) where the
lessor—

Provides the aircraft;

Provides all of the required qualified crew members; and

Operates the aircraft; and

Retains all key AOC-related responsibilities (see list in above note box).

Damp lease. Any agreement in which an air operator (the lessee) leases an aircraft
from a Sri Lanka AOC holder, foreign air operator, or other entity (the lessor) where
the lessor—

Provides the aircraft;

One or more of the required crew members; and

Operates the aircraft; but

Does not discharge one or more of the key AOC-related responsibilities.

Charter. Any arrangement in which an individual, operator or organization, having
passengers or cargo—
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o Engages a properly authorized AOC holder to provide all necessary services to
transport these passengers and cargo from one location to another;

o Does not operate the aircraft; and
o Does not assume any AOC-related responsibilities
f. Interchange agreement. Any agreement in which the operational control of an aircraft

is transferred by legal agreement—

o From one AOC holder to another AOC holder;

o For repetitive short periods of time;

o In which the latter AOC holder assumes all key AOC-related responsibilities,
except for performance and recording of maintenance.

g. Operational control, operation of aircraft, or operate aircraft. Means the use of
aircraft, for the purpose of air navigation and includes the navigation of aircraft.
o Any person who causes or authorizes the operation of aircraft, with or without
the right of legal control (in the capacity of owner, lessee, or otherwise) of the
aircraft, shall be considered to be engaged in the operation of aircraft.

142 GUIDANCE REGARDING ALL LEASING ARRANGEMENTS
14.2.1 PROJECT COORDINATOR

14.2.1.1 Most of these leasing arrangements projects involve both the assigned operations and
airworthiness inspectors. As in all request for an authorization from the DFS, one person will
be the project coordinator to ensure that the project is complete is completed in a quality and
timely manner.

14.2.1.2 The project coordinator will normally be the assigned operations inspector.
14.2.1.3 The assigned airworthiness inspector will be the project coordinator on those leasing
arrangements that involve the dry-leasing of foreign-registered aircraft.

14.2.2 PRIOR FSS AUTHORIZATION IS REQUIRED

14.2.2.1 All leasing agreements and arrangements involving transportation of passengers and
property for hire must be submitted to the DFS for approval or acceptance prior to executing
and implementing these arrangements.

14.2.2.2 Operators are expected to anticipate their possible leasing arrangements and obtain
prior authorization as far in advance of a proposed implementation date as possible.

14.2.3 PRE-SUBMISSION DISCUSSIONS WITH PARTIES

14.2.3.1 Operators should be encouraged to discuss their proposed arrangements as early in the
leasing process as possible.

14.2.3.2 These discussions will ensure that the operator is fully aware of both the operations
and airworthiness submission requirements and time lines associated with the acceptance of
the aircraft leasing arrangements.
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14.2.3.3 These discussions will include a full briefing of the involved operators that includes

Provisions of the Doc 8335, Aircraft Leasing Arrangements;

Review of the definitions that are applicable to leasing and interchange;
Amplification of the key AOC-related functions that apply to aircraft leasing;
Required contents of the leasing agreement;

Required supporting documents that must be submitted;

General flow of events that will occur during the process; and

The approximate time lines for completion of the process.

@rooo0ow

14.2.4 TIME LINES BEFORE APPROVAL DECISION IS MADE

14.2.4.1 Short-term “charters” between two Sri Lanka AOC holders with compatible operations
approvals will generally be processed within 2+ working days.

14.2.4.2 Wet-leasing between two Sri Lanka AOC holders with compatible operational
approvals will also be processed within 5+ working days.

14.2.4.3 Wet-leasing a foreign AOC holder to perform flights on behalf of a Sri Lanka AOC
holder may have some issues that will require a protracted approval process.

a. 10+ working days for those foreign AOC holders will prior approval to operate to/from
Sri Lanka and have compatible operational authorizations with the Sri Lanka AOC
holder

b. 30+ working days for those foreign AOC holders without prior approval to operation

to/from Sri Lanka.

14.2.4.4 Dry-leasing of Sri Lanka-registered aircraft of the same make, model and series can
require, depending on the number of differences between those aircraft—

a. 10+ working days for smaller air taxi aircraft
b. 25+ working days for aircraft of more than 5700 kg

14.2.4.5 Dry-leasing of Sri Lanka-registered aircraft of a different make and model by Sri
Lanka AOC holder can require a formal certification project, with time lines

a. 20+ working days for small air taxi aircraft
b. 35+ working days for aircraft of more than 5700 kg

14.2.4.6 Dry-leasing of foreign-registered aircraft by Sri Lanka AOC holder can require—
a. 30+ working days for aircraft of the same make, model and series
b. 45+ working days for aircraft of make, model and series that has not previously been

operated by the Sri Lanka operator.
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14.2.5 INITIAL APPLICATION REVIEW

14.25.1 As soon as possible after the formal submission of the leasing arrangements application
documents, the assigned FS inspectors will conduct an initial review of the submission to
ensure all required documents have been submitted and are complete for document
conformance processing.

14.25.2 The assigned inspectors may choose to have a meeting with the applicant at the time
of formal submission.

a. This is advantageous in situations where the number of application documents are
expected to be few and the package can be accepted or rejected with minimal review
requirements.

b. This practice is not advantageous when a larger number of application documents are
expected, such as in wet-leasing with a foreign AOC holder or dry-leasing of a foreign-
registered aircraft. In these cases, a separate initial application review meeting should
be held with only FS personnel.

14.2.6 DOCUMENT CONFORMANCE EVALUATION

14.2.6.1 General Guidance
a. The assigned operations and maintenance inspectors will conduct joint or parallel
evaluation of the documents that apply to both technical specialties.
b. The operations and maintenance inspectors will make a separate review of the general

aspects of AOC holder responsibilities to understand the total relationships. Once that
understanding is gained, the inspectors should focus on the key AOC-related
responsibilities that should be well defined in the lease agreement.

14.2.6.2 Determination of Operational Control

a. Evaluation of an aircraft leasing agreement to determine which party has operational
control is a critical function assigned to an operations inspector.

b. The Sri Lanka regulations provide that the DGCA shall determine that a person has
operational control if that person exercises authority and responsibility for a specified
number of operational functions, such as—

o Assigning crewmembers for particular flights
o Directly paying crewmembers for services, and
o Initiating, diverting and terminating flights.
14.2.6.3 The CAASL determination of whether the lessor or lessee has operational control will

be made by the assigned operations inspector. Such determination will be based on a careful
review of the lease agreement, and any other circumstances regarding the actual operation
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14.2.6.4 The CAASL has taken the position (concerning the safety regulations) that if a person
leases an aircraft to another person and also provides the flight crew, fuel, and maintenance,
the lessor of the aircraft is the operator.

14.2.7 INSPECTION & DEMONSTRATION

14271 Wet Leases Between Sri Lanka AOC Holders
a. There is no requirement for an inspection or demonstration prior to authorizing the
aircraft leasing arrangements.
b. The assigned inspectors should, however, plan and conduct inspections of either the

first flight or early in the first week of such operations to ensure that all elements of
the agreement relative to the key AOC-related responsibilities are being implemented

properly
14.2.7.2 Wet Leases with Foreign AOC Holders
a. Normally, an “orientation” visit is planned and conducted at the foreign AOC holder’s

primary facilities, including operational and maintenance control organizations,
aircraft maintenance records and flight crew to ensure that the AOC holder is at least
in compliance with ICAO Annex 6 and their CAA is providing safety oversight.

b. The assigned inspectors should plan and conduct this orientation visit as soon as a
determination has been made that the leasing arrangements are going to be acceptable.

14.2.7.3 Dry Leases with Sri Lanka-Registered Aircraft
a. No additional inspection will be required if the aircraft is the same make, model and
series as aircraft currently operated by the lessee and there are no appreciable
differences.
b. Where appreciable differences exist, the assigned operations inspector should plan and
conduct inspections of training-in-progress and the use of the documentation.
C. A full formal certification will be required if the aircraft is a make and model not

previously operated by the AOC holder.

14.2.7.4 Dry Leases of Foreign-Registered Aircraft
a. Operations inspectors should wait for the determination of the acceptability of the
maintenance arrangements and the arrangements with the lessor’s CAA.
b. When the maintenance arrangements are determined to be acceptable and an official

agreement is reached with the lessor’s CAA, the guidance included in paragraph
26.2.7.3 of this manual will apply.

14.2.8 FINAL CERTIFICATION ACTIONS
14.2.8.1 After determining that the leasing arrangements and all submitted documentation are
satisfactory, the FSS shall amend the master operations specifications of that AOC holder. The

amendment to the operations specifications shall contain the following information—

a. The names of the parties to the agreement and the duration of the agreement
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The make, model, and series of each aircraft involved in the agreement
The kind of operation
The expiration date of the lease agreement
A statement specifying the party deemed to have operational control

f. Any other item, condition, or limitation the FSS determines necessary
14.3 APPLICATION FOR APPROVAL/ACCEPTANCE OF LEASE ARRANGEMENTS
14.3.1 ALL APPLICATIONS

14.3.1.1 The following documents must be provided with all applications involving aircraft
lease or interchange—

a. A complete copy of the aircraft lease agreement; and
b. An operator analysis showing how this leasing arrangement conforms with ANR
requirements.

14.3.2 WET LEASE APPLICATIONS BETWEEN SRI LANKA AOC HOLDERS

14.3.2.1 The requirements of paragraph 15.3.1 apply to applications involving wet leasing
between Sri Lanka AOC holders.

14.3.3 WET LEASE APPLICATIONS WITH FOREIGN AOC HOLDERS

14.3.3.1 In addition to the requirements of paragraph 15.3.1, the following documents must be
provided with applications involving wet leasing with foreign AOC holders—

a. A complete copy of the foreign operator’s AOC and Master operations specifications;

b. A copy of the foreign operator’s Aircraft Display operations specifications for the
aircraft type to be operated;

C. A copy of the Sri Lanka economic authorization for commercial air transport flights to
and from Sri Lanka;

d. Copies of the foreign crew member’s licenses and other required documents;

e. A copy of the foreign crew members training and qualification records to show that
they are qualified and current;

f. Copies of each required aircraft document (C of R, C of A, Noise & Radio) for each
aircraft the foreign operators will use for this lease;

g. Current airworthiness status of the aircraft (aircraft airworthiness records)

h. A completed copy of the Conformance Checklist.

14.3.4 DRY LEASE APPLICATIONS (SRI LANKA-REGISTERED AIRCRAFT)

14.3.4.1 In addition to the requirements of paragraph 3.1, the following documents must be
provided with applications involving dry leasing of Sri Lanka registered aircraft—

a. A operator-generated copy of the conformity documents for the aircraft involved,
b. An operator-generated assessment of aircraft differences (ANR variances) from the
current fleet;
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A copy of the Maintenance Program (and any necessary bridging information)
applicable to the aircraft to be used;
A copy of the approved MEL to be used.

14.3.5 DRY LEASE APPLICATIONS (FOREIGN-REGISTERED AIRCRAFT)

1435.1

In addition to the requirements of paragraph 3.1, the following documents must be

provided with applications involving dry-leasing of foreign-registered aircraft—

a. Copies of the validated licenses and other required documents issued by the State to
Sri Lanka crew members to be used;

b. A copy of the approved Minimum Equipment List to be used;

C. A copy of the approved Maintenance

d. Program (and bridging documents) for the aircraft to be used;

e. A copy of the applicable Maintenance Control Manual for the aircraft to be used;

f. A operator-generated copy of the conformity documents for the aircraft involved,

g. An operator-generated assessment of aircraft differences (ANR variances) from the
current fleet;

14.35.2 This situation will require an official agreement between governments of the two

governments

a. Outlining each CAA’s responsibilities with respect to State of the Registry and State
of the Operator ICAO obligations; and

b. Providing the CAASL-FSS worldwide access for inspection to the aircraft and crews

involved.

144 CONTENTS OF THE LEASING AGREEMENTS

14.4.1 The following elements will be a part of all leasing agreements submitted for CAASL

evaluation—

a. The official names of the parties;

b. The official addresses of the parties;

C. The duration of the agreement, with specific start and expiration dates;

d. The make, model, series and registration numbers of each aircraft involved in the

agreement;

e. An explanation of the type of operations that will be conducted by the lessee

f. The interchange points (interchange agreements only);

g The specifications regarding which party has responsibility and authority for
operational control, including the final decisions for initiating, terminating or diverting
a flight;

h. The specifications regarding which party has the responsibility and authority for
provision of aeronautical data, weather and flight planning and operational flight plan
for the operation of the aircraft;

I The specifications regarding which party has the responsibility and authority for
provision of aircraft loading, computation of mass and balance and performance
associated with each flight of the aircraft;
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The specifications regarding which party has responsibility and authority for crew
scheduling including assignment to duty and compliance with duty, flight and rest
period requirements;
k. The specifications regarding which party has responsibility and authority for ensuring
that crew training, proficiency and line checks, and currency requirements are met;

I The specifications regarding which party has responsibility and authority for
maintenance control of the aircraft involved;

m. The specifications regarding which party has responsibility and authority for planning,
arranging, performing and deferring maintenance for the aircraft;
n. The specifications regarding which party has responsibility and authority for

maintaining the official maintenance records for the aircraft involved,

145 ADDITIONAL INSTRUCTIONS: DRY LEASE AGREEMENTS

14.5.1 GENERAL GUIDANCE

145.1.1 From any operational standpoint, dry lease of an aircraft by a Sri Lanka AOC holder
does not normally present a significant problem. Operational control of any dry leased aircraft
rests with the operator lessee.

145.1.2 In most dry lease agreements, the lessor is either a bank, a leasing company, or a
holding company which has neither the operational expertise and infrastructure nor the desire
to assume responsibility and liability for controlling daily operations of the leased aircraft.

145.1.3 The air operator or other type of operator leasing the aircraft applies for an amendment
of its operations specifications to list the leased aircraft. If an aircraft is dry leased from another
operator, the lease agreement must be explicit concerning the maintenance program and
Minimum Equipment List to be followed during the term of the dry lease.

14.5.2 MINIMUM REQUIREMENTS

145.2.1 An AOC holder may be approved by the FSS to dry lease an aircraft for the purpose
of commercial air transportation provided that the following minimum conditions are met—

a. The AOC holder provides the Authority with a copy of the dry lease agreement to be

executed,

b. The AOC holder has operational control of the aircraft during the period of the lease;

C. Dispatch and/or flight watch functions are performed by the AOC holder;

d. The flight and cabin crewmembers are trained, qualified and scheduled by the AOC
holder; and

e. The maintenance arrangements are acceptable to the Authority.

145.2.2 At a minimum, the dry lease agreement shall be explicit concerning the—

a. Entity that has operational control, with the authority for initiating and terminating
flights;

b. Responsibility for crew training, qualification and scheduling;

C. Maintenance and servicing of aircraft, including the Maintenance program that will
used;

d. Minimum Equipment List that will be used,;
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14. 5 3 DRY LEASING OF FOREIGN REGISTERED AIRCRAFT

145.3.1 An AOC holder may be approved by the Authority to dry-lease a foreign-registered
aircraft for commercial air transport in accordance with the regulatory requirements.

145.3.2 To be eligible for dry lease the foreign registered aircraft shall—

a. Have an appropriate airworthiness certificate issued, in accordance with ICAO Annex
8, by the country of registration and meets the registration and identification
requirements of that country.

b. Be of a type design which complies with all of the requirements that would be
applicable to that aircraft were it registered in Sri Lanka, including the requirements
which shall be met for issuance of a Sri Lanka standard airworthiness certificate
(including type design conformity to the manufacturers type certificate data sheets,
condition for safe operation, and the noise, fuel venting, and engine emission
requirements).

C. Be maintained according to a maintenance program approved by the State of Registry
and acceptable to the Authority.

d. Be operated by qualified crew members employed by the AOC holder.

145.3.3 The Authority has determined the extent of the State of Registry’s arrangements for
continuing airworthiness and find that these arrangements are adequate for the type of
operation;

14534 The Authority will have free and uninterrupted access, both in Sri Lanka and at any
international location, to the—

a. Aircraft on the ramp and during flight time,
b. Maintenance and operations facilities,
C. Maintenance and operations personnel,
d. Training facilities and simulators used
14535 The aircraft must be operated in accordance with the regulations applicable to Sri

Lanka AOC holders, and

14.5.3.6 The maintenance arrangements must result in the aircraft always being in compliance
with the State of Registry requirements and the maintenance requirements applicable to Sri
Lanka AOC holders.

146 ADDITIONAL INSTRUCTIONS: WET LEASE AGREEMENTS

14.6.1 GENERAL GUIDANCE

14.6.1.1 The term "wet lease" is a leasing agreement whereby an AOC holder agrees to provide
an aircraft and required crewmembers to another air operator.

o The words "AOC holder" refers to the Sri Lanka person authorized to operate
aircraft in commercial air transport.
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The assigned airworthiness inspector will be the project coordinator.

14.6.1.3 The Airworthiness Inspector manual, Chapter 16, will be the controlling guidance.
14.6.1.4 A code share arrangement will be processed in the same manner as a “wet-lease.”
14.6.1.5 The Sri Lanka regulations require that no Sri Lanka AOC holder may allow others to

conduct wet lease operations on its behalf unless the CAASL is advised and has found the
arrangements to be acceptable.

14.6.2 PROCESSING WET LEASE AGREEMENTS

14.6.2.1 This agreement should be immediately reviewed by the assigned operations and
maintenance inspectors to assure that it is complete.

14.6.2.2 The wet lease agreement shall be explicit concerning the—
a. Entity that has operational control, with the authority for initiating and terminating
flights;
b. Responsibility for crew training, qualification and scheduling;
C. Maintaining records in compliance to flight time, flight duty periods, rest periods and
fatigue management systems.
d. Maintenance and servicing of aircraft, including the Maintenance program that will
used;
e. Minimum Equipment List that will be used,;
14.6.2.3 Following this review, the principal inspectors should make a written operational
assessment of whether the lessor or the lessee will have operational control under the terms of
the lease.
14.6.2.4 When a determination of operational control is made, the FSS will advise the AOC

holder without delay.

14.6.2.5 The lessor may be asked to submit any clarifying or supplemental information
regarding the lease needed for making proper determination of operational control.

14.6.3 ADDITIONAL INSTRUCTIONS: DAMP LEASE AGREEMENTS

14.6.3.1 The term "damp lease" is a leasing agreement whereby a AOC holder agrees to provide
an aircraft and usually at least one crewmember to another air operator.

14.6.3.2 The only apparent damp lease arrangements will the use of Sri Lanka cabin crew
members on a foreign AOC holder. But even in that case, the foreign AOC holder must train
and qualify the cabin crew in accordance with their procedure manuals and competency
requirements. This action would make the cabin crew an integral part of the foreign AOC
holder’s crews and would not really be a “damp” situation.

14.7 ADDITIONAL INSTRUCTIONS: INTERCHANGE AGREEMENTS

14.7.1 GENERAL
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14.7.1.1 An interchange agreement is a subset of a dry lease agreement. An interchange
agreement permits an air carrier to dry lease aircraft to another air carrier for short periods of
time.

14.7.1.2 The aircraft may be listed on the operations specifications of both common carriage
operators at the same time.

The registration markings of each aircraft must be listed on the operations specifications of
each AOC holder.

14.7.1.3 The Sri Lanka Regulations require that each AOC holder to obtain prior approval from
the FSS before it conducts any operation using any aircraft.

14.7.2 APPROVAL PROCEDURES
14.7.2.1 Matters which are commonplace in the normal operations of air carrier frequently
present major problems in an aircraft interchange. Therefore, special emphasis must be given

to the review, approval, and monitoring of this type of operation.

14.7.2.2 The following direction and guidance is relevant when an application is received for
an aircraft interchange.

a. Each air carrier party to an interchange agreement will submit an application for
amendment of its operations specifications to the FSS.

. Each air carrier will submit a copy of the interchange agreement or a written
memorandum of its terms as part of the application.

b. Assigned inspectors will review the application and conduct the necessary evaluations
and/or inspections to assure compliance with the ANRs.

o The results of these reviews and inspections by the FSS will be communicated
to parties to the interchange agreement.
o Close coordination between the concerned principal operations, maintenance,

and avionics inspectors must be maintained.

C. Important details may be overlooked, unless interchange operations are closely
monitored.

o For example, life rafts and emergency radios have been found improperly
stowed during overwater flights on aircraft which have no provisions for their
stowage.

o In another example, an emergency radio was found unsecured on the flight
deck where it could have created a hazardous condition in turbulent weather.

o Equipment ANR variances such as this and nonstandard cockpit arrangements

of switches, instruments, and controls can be potentially dangerous unless
effective training or corrective changes are accomplished before operation and
are closely monitored thereafter.
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14.7.3 AMENDING CAASL APPROVAL DOCUMENTATION

14.7.3.1 When all items have been found satisfactory, the CAASL records, Leasing
Arrangements, of both the primary and interchange operators shall be amended to show
issuance of approval to each operator for the interchange.

a. The primary operator is the AOC holder who would normally operate the aircraft if the
interchange agreement were not in effect.

b. The interchange operator is the other party to the interchange agreement.

C. The names of each party shall be entered in the ORG Aircraft Leasing Arrangements

of each operator.

14.7.3.2 The aircraft make, model, and series shall be entered in the appropriate column of the
operations specifications. In addition, the registration markings of each aircraft to be used in
the interchange agreement must be in the CAASL records and operations specifications of the
primary and interchange operators.

14.7.3.3 The interchange points shall be entered in the Notes field of the of the primary and
interchange operators' ORG Aircraft Leasing Arrangements sub table. The transfer of flight
crews and operational control responsibility shall take place only at the airports specified in
the interchange points specified in each operations specification.

14.7.3.4 Additional conditions, limitations, and safety related requirements shall be included in
the ORG Notes field of the primary and interchange operators' operations specifications.

14.7.4 PROCEDURE FOR ARTICLE 83 bis

14.7.4.1 Acrticle 83 bis provides for a transfer of duties and functions, and their corresponding
responsibilities, from the State of Registry to the State of the Operator.

Note: There is no provision under Article 83 bis to transfer safety oversight responsibilities of
an AOC holder from one State to another.

14.7.4.2 The duties and functions that maybe transferred are those covered by Articles 12, 30,
31, and 32(a) of the Convention. The condition to 83 bis is that only the functions and duties
under Articles 12, 30, 31 and 32(a) may be transferred as follows:

a. Avrticle 12: Rules of the Air. The obligation to ensure that every aircraft carrying its
registration mark complies with the rules of the air (wherever that aircraft may be) and
those perpetrators are prosecuted;

b. Avrticle 30: Aircraft radio Equipment. The requirement for aircraft radios to be licensed
by the State of Registry. Radios can only be used by members of the flight crew
licensed for that purpose by the State of Registry.
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C. Article 32(a): Licenses of Personnel. The requirement for pilot and crew of aircraft to
be provided with certificates of competency issued or rendered valid by the State of
Registry.
d. Article 31: Certificates of Airworthiness. The requirement for the aircraft to have a

certificate of airworthiness issued or rendered valid by the State of Registry.
14.7.4.3 Article 83 bis of the convention was ratified by Sri Lanka on 2000.

14.7.4.4 Ratification of Article 83 bis does not entail the automatic transfer of responsibilities
between States. For each specific lease, charter, interchange agreement or any similar
arrangement between companies in accordance with Article 83 bis, a bilateral agreement
between the two states (State of Registry and State of Operator) must be signed.

14.7.4.5 Each bilateral agreement must specify the responsibilities being transferred from the
State of Registry to the State of Operator and must include identification of the aircraft being
transferred.

14.7.4.6 The decision to enter into an Article 83 bis agreement is the prerogative of the States
concerned, and unless functions and duties are clearly identified and reassigned by a transfer
agreement, they continue to rest with the State of Registry.

14.7.4.7 States of the lessor /lessee shall ensure its national legislation allows for the transfer of
functions and duties and that it recognizes certificates of airworthiness, radio and crew licences
issue or validated by the State of Operator. Similarly, the legislation should allow the State, if
they are the State of Registry, to divest themselves of the functions and duties.

14.7.4.8 CAA SL does not transfer its safety oversight responsibilities to other Authorities.
However, CAA SL may accept the transfer of State of Registry responsibilities from another
Authority, if it deems it necessary to maintain effective oversight of the aircraft. CAA SL will
inform the affected Sri Lankan operators when CAA SL has entered into an Article 83 bis
agreement with the foreign Authority.

14.7.4.9 To initiate agreement to transfer of responsibilities using Article 83 Bis, CAASL will
be required to organize meetings with the other State to discuss both operations and
airworthiness matters with respect to the following areas:

Flight Operations

Continuing airworthiness and aircraft maintenance
Operator’s MCM procedures, if applicable

Flight and Cabin Crew training and checking

o0 ow

14.7.4.10 After an Article 83 bis agreement has been signed between two States, all other
member countries of ICAO who ratified Article 83 bis are bound to recognize the State of the
operator as substituting for the State of Registry, within the limits established by the
arrangement, only after the States involved dully register their agreement with ICAQO, or
directly inform the other States parties to Article 83 bis, which may be affected by the transfer.
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14.7.4.11 States which are not parties to Article 83 bis, or States which are parties to it but which
have not been duly informed about such an agreement, are not bound to recognize the transfer
of functions and duties.

14.7.4.12 Sri Lanka will retain the authority to decide with which States it is willing to conclude
a bilateral agreement and which regulatory responsibilities it is willing to accept under such
an agreement.

14.7.4.13 Sri Lanka will not enter into a transfer agreement if the State of the Operator concerned
is not capable of adequately performing the duties and functions that are envisaged for transfer.
This is carried out by conducting an assessment of the lessor or lessee or reviewing the ICAO
Safety Oversight Audit Programme Report of the State of the lessor or lessee.

14.7.4.14 For the purpose of identifying the States responsible for safety oversight on the
occasion of any verification process such as ramp inspections, a certified true copy of the
transfer agreement should be carried on board the aircraft at all times while the transfer
agreement is in force. A Certified true copy of the AOC under which the aircraft is operated,
and in which it is listed, shall also be carried on board.

14.7.4.15 In case the aircraft is to enter the airspace of Contracting States which are not parties
to Article 83 bis, or which are parties but have not been duly advised about a transfer
agreement in accordance with this provision, the certificates and licenses on board the aircraft
should be issued or rendered valid by the State of Registry as the latter would, in this case,
remain fully responsible in regard to Articles 30, 31 and 32 (a) of the Convention despite the
transfer agreement with the State of the Operator.

14.7.4.16 CAASL approves the lease arrangement by approving the lessor’s operations
specifications amendments after being satisfied that all applicable leasing requirements spelt
out in this chapter are met.

14.7.4.17 The leasing of a foreign registered aircraft to a Sri Lankan Air Operator applies to a
foreign registered aircraft leased to a Sri Lankan Air Operator with Sri Lanka being the State
of the Operator. CAA SL shall approve the lease arrangement by approving the lessee’s (Sri
Lankan Air Operator) operations specifications amendments after being satisfying that all
applicable leasing requirements listed in this chapter are met.

14.7.4.18 The model agreement on the implementation of Article 83 bis of the Convention are
in Appendix 3.

14.7.5 APPROVAL PROCEDURES

a. The Approving Officer is DGCA. The officer processing the application must weigh
the implications and consequences of a lease arrangement and brief the Approving
Officer thoroughly. The officer is to seek the concurring views of the Air Transport
Division, Legal Division and Air Cargo Division.
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b. The officer should ensure that the responsibilities for the airworthiness and operations
of the leased aircraft are clearly spelt out in the lease arrangement according to the
responsibilities of the State of Registry and State of the Operator.

C. If a lease arrangement is acceptable, the officer should obtain the approval of the

Approving Officer before informing the operator in writing.

d. The Sri Lankan AOC Holder’s operations specifications shall also be amended to
reflect the approval of the lease arrangement.
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APPENDIX 14-A
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uthortty
a

/ﬁty of Sri Lanka

Aircraft Leasing Arrangements Review Check List

IDate IProject

II nspector Aircraft MSN
ILocation Aircraft Reg.
IOperator

The checklist will be filled by coordination of Operations, Airworthiness and Licensing section of CAASI.

Check YES column if you reviewed the record, procedure or event and have no comment

Check NO column if you reviewed the record, procedure or event and have a comment

Check NOT SEEN column if you did not review the record, procedure or event or you do have adequate
information to make a valid comment

Check NOT APPLICABLE column if the line item is not required in this particular Operator

Make notes regarding a NO answer for resolution

YES | NO NS NA 1 DOCUMENTATION SUBMITTED
1.1 A complete copy of the leasing agreement was provided?
I/An operator analysis was provided detailing how the leasing arrangements,
particularly those between two operators, will be in conformance with the Civil
12 IAviation Act, no.14 of 2010.
For foreign air operators: A copy of the applicable AOC and operations
1.3 specifications was provided?
Aircraft Specific Special authorizations approved — EDTO, PBN, MNPS,
1.4 RVSM
For foreign air operators: A copy of the Sri Lanka economic authorization
allowing commercial air transport operations to and from the Sri Lanka was
1.5 provided?
Copies of the licenses and other required documents for the crew members to
1.6 [oe used were provided?
A copy of the Flight and cabin crew training and qualification records
1.7 faccordingto ICAO Annex 6 - Chapter 9 (Flight Crew) and Chapter 12 (Cabin Crew)
was provided?
Copies of each required aircraft document (C of R, C of A, and Noise &
1.8 [Radio) are available?
1.9 |A copy of the aircraft maintenance records is available?
1.10 (A copy of the approved Minimum Equipment List was provided?
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/A copy of the approved Maintenance Program (and bridging documents, if
1.11 [applicable) for the aircraft was provided?
/A copy of the applicable Maintenance Control Manual for the aircraft was
1.12 |provided?
A copy of the documents showing the aircraft’s conformity with applicable
113 airworthiness requirements for the aircraft involved was provided?
/An operator-generated assessmentof aircraft differences (variances) from the current
1.14 [fleetis provided?
'The necessary documentation authorizing the CAASL-FSD worldwide access for
1.15 [inspection to the aircraft and crews involved is provided?
YES | NO NS | NA 2 CONTENTS OF THE LEASING AGREEMENT
”1 The official names of the parties are included?
20 The official addresses of the parties are included?
The duration of the agreement are included with specific start and expiration
23 [dates?
'The make, model, series and registration numbers of each aircraft involved in the
2.4 [agreement are included?
IAn explanation of the type of operations that will be conducted by the lessee are
2.5 lincluded?
2.6 [The interchange points are included?
The specifications regarding which party has responsibility and authority for
2.7 |operational control are included?
The specifications regarding which party has the responsibility and authority for
5 provision of aeronautical data, weather and flight planning and release are
8 lincluded?
'The specifications regarding which party has the responsibility and authority for
provision of aircraft loading, computation of mass and balance and
2.9 performance associated with each flight of the aircraft are included?
The specifications regarding which party has responsibility and authority for
2.10 [crew scheduling are included?
The specifications regarding which party has responsibility and authority for
maintaining crew training, proficiency and line checks, and currency
2.11 requirements are included?
The specifications regarding which party has responsibility and authority for
2.12 |maintenance control are included?
The specifications regarding which party has responsibility and authority for
2.13 farranging maintenance for the aircraft are included?
The specifications regarding which party has responsibility and authority for
2.14 |maintaining the maintenance records for the air- craft current form included?
All other items, conditions or limitations specified by the FSD as necessary for
2.15 [this particular agreement are included?
YES | NO NS | NA 3 FLIGHT OPERATIONS ASSESSMENT RESULTS
3.1 |Lease agreement determined to be acceptable?
Chapter 14 - Lease & Interchange Arrangements Page; 14 - 17 Date; 05 April 2018

SLCAP 4200 Operations Inspectors Hand Book 2" Edition Rev. No. 00




CIVIL AVIATION AUTHORITY OF SRI LANKA
IArrangements for operational control for the duration of lease are acceptable?

3.2

I/Arrangements for provision of aeronautical data, weather and flight planning
3.3 [and release associated with each flight of the air- craft for the duration of the lease
are acceptable?

)Aircraft Communication and Navigation equipment are acceptable for the
3.4 |proposed operation. ( PBN, MNPS, RVSM, electronic navigation data
management )

/Arrangements for provision of aircraft loading, computation of mass and
balance and performance associated with each flight of the aircraft for the
duration of the lease are acceptable?

Crew licenses and medicals determined to be acceptable for the operations
3.6 |proposed?

3.5

Crew qualifications (route and aerodrome) determined to be acceptable for start]
of service?

IArrangements for maintaining crew training, proficiency and line checks, and
3.8 [currency requirements for the duration of the lease are acceptable?

3.7

Arrangements for maintaining flight and cabin crew reference documents
3.9 [fcurrentand available for the duration of the lease are acceptable?

IAssessment of the compatibility with lessee’s aircraft fleet approvals complete
and necessary any necessary arrangements for variances determined to be
3.10 lacceptable? (dry lease)

IArrangements and documentation necessary for FSD unrestricted right of access
for inspections for the duration of the lease deter- mined to be acceptable?
3.11 |(foreign-registered aircraft)

YES | NO NS | NA MAINTENANCE ASSESSMENT RESULTS
)/Assigned maintenance inspector reports that all necessary maintenance
4.1 lassessment and document arrangements have been completed?
YES | NO NS NA 5 83 BIS DOCUMENTATION COMPLETED

The official agreement for transfer of maintenance responsibility for the
5.1 [airworthiness of the aircraft involved has been signed by all par- ties?

Notification (in the proper format) has been made to ICAO of the transfer of
5.2 [maintenance responsibility for the airworthiness of the aircraft involved?

YES | NO NS | NA 6 FSD ACCEPTANCE DOCUMENTS COMPLETION

Letter of Acceptance for aircraft lease/interchange/codeshare arrangements
6.1 lissued?

ORG Aircraft Leasing Arrangements entries made to reflect acceptance of
6.2 leasing/interchange/codeshare arrangements?

ORG Aircraft Listing entries made to reflect inclusion of the leased aircraft?
6.3 |(dry-lease)

Aircraft display operations specifications issued to include each air- craft
6.4 [involved in lease arrangements? (dry-lease)

Master operations specifications updated to include new aircraft and leasing
65 [arrangements signed?
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Comments

Operations Inspector

Comments;

Airworthiness Inspector
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Chapter 15 - GROUND HANDLING ARRANGEMENTS

151 BACKGROUND

15.1.1 FUNCTIONS OF GROUND HANDLING

151.1.1

For the purpose of this chapter, “ground handling” will include the facilities,

equipment, personnel, policies and procedures for—

Ticketing of passengers and baggage;

Acceptance and processing of cargo, including dangerous goods

Cleaning the aircraft interior

Servicing of rest room supplies

Servicing of galley supplies

Servicing of blankets, pillows and magazines

Servicing of the aircraft;

Fuelling of the aircraft;

Loading of the cargo, including dangerous goods;

Computation and provision of mass and balance data;

Computation and provision of performance data;

Correction or deferring of maintenance irregularities;

Provision of flight planning information;

Provision of operational flight plan;

Security screening of passengers and carry-on baggage;

Enplaning the passengers and their carry-on baggage;

Marshalling, towing or assisting the aircraft in departing the gate;

De-icing of the aircraft;

Preparation of parking area for arrival of the aircraft

Marshalling and parking of the aircraft after landing;

Deplaning the passengers and their carry-on baggage;

Off-loading of cargo and baggage;

Provision of the baggage to the deplaned passengers;

Security for the aircraft while parked;

Communications as necessary associated with flight handling, departure and arrival;
Retention of required records associated with flight handling, departure and arrival;
Implementation of emergency procedures associated with an incident or accident; and
Auditing of service providers to ensure that associated policies and procedures are
being implemented by qualified persons.

15.1.2 COMPLEXITY OF GROUND HANDLING

15.1.2.1

The ground handling functions and responsibilities for their accomplishment exist

even for small operators. For small operators though, the complexities of the events that must
happen are masked by the fact that the pilot is routinely responsible for and accomplishes the
majority of these functions.
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15.1.2.2 But the safe and efficient ground handling of the arrival and departure of a large aircraft
with greater passenger and cargo capacity requires an orchestrated division of responsibilities
and events between qualified persons.

15.1.2.3 This orchestration of the ground handling of a large aircraft should be controlled by a
nucleus of operator personnel under the direction of a manager as envisioned by the
regulations.

15.1.2.4 Where the operator chooses to provide most of these functions through ground
handling service providers, the operator must incorporate into its procedures n the
responsibility for its own qualified personnel to monitoring and verification of critical points
of those functions.

a. For example, the securing of cargo nets, access ports, panels and doors used during the
ground handling.

15.2 ASSIGNMENT OF RESPONSIBILITIES

15.2.1 Itis critical that the operator provide specific assignment of responsibility for ground handling
functions, especially those that are aircraft type-specific. Acceptable assignment of
responsibility includes—

15.2.2 CREW RESPONSIBLE

15221 The simplest form of discharging the ground handling responsibilities is to have the
crew either do or continuously monitor the accomplish these function. Examples include—

a. Crew member reviews the passengers’ documents, determines their weight and their
baggage weight, checks for possibility of dangerous goods or weapons or other
unacceptable items and tickets them.

b. Crew member determines and assigns seats based on the weight and size of the
passengers

C. Crew member either load the baggage and cargo or continuously monitors the loading
process to ensure the items are properly loaded and secured with all exterior doors
locked.

d. Crew member either fuels the aircraft or continuously monitors the fueler to ensure

proper grounding of aircraft, correct type of fuel, fuel upload, and the securing of the
fuel caps and closing of any panels

e. Crew member obtains and consolidates all flight information, completes and executes
the flight preparation documents and ensures that copies of the documentation are
securely left at the aerodrome.

15.2.3 OTHER QUALIFIED COMPANY PERSONNEL
15.2.3.1 As the ground handling situation becomes more complex, the operator may elect to

have properly trained and qualified company personnel, in lieu of the crew, to accomplish or
monitor the accomplishment most of the ground handling functions. Examples include—
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a. Ticket agents review the passengers’ documents, determine their weight and baggage
weight, checks for the possibility of unacceptable items and tickets them;

b. Gate agents (or cabin crew) determine and assign seats based on the weight and size
of the passengers and their carry-on baggage or a prescribed loading schedule.

C. A load controller either loads the baggage and cargo or continuously monitors the

loading process to ensure the items are properly loaded and secured with all exterior
doors locked.

d. A qualified company agent either fuels the aircraft or continuously monitors the fueller
to ensure proper grounding of aircraft, correct type of fuel, fuel upload, and the
securing of the fuel caps and closing of any panels, with crew members verifying the
load,;

e. Flight dispatchers obtain and consolidates all flight information the flight preparation
documents and provide copies to the flight crew.

15.2.3.2 For most of these functions, the operator should consider having verification steps (by
the crew) incorporated in the processes to ensure that all items critical to flight safety have
been correctly accomplished.

15.2.3.3 Larger operators should conduct selective audits of the aerodromes and employees to
ensure the ground handling processes are delivering a predictably correct result.

15.2.4 INTEGRATING SERVICE PROVIDERS INTO THE PROCESS

15.2.4.1 As the operator expands its schedule to more aerodromes, it may become more cost-
efficient to use service providers that are located at the aerodrome and provide similar services
for other operators. Examples include one or more of the following—

a. A service provider’s agents review the personal travel documents, determine their
weight and baggage weight, checks for the possibility of unacceptable items and tickets
the passengers;

b. Gate agents determine and assign seats based on the weight and size of the passengers
and their carry-on baggage or a loading schedule provided by a service provider.

C. A service provider’s load controller and loading personnel loads and secures the
baggage and cargo ensuring all exterior doors locked, and provides the completed load
manifest.

d. A fuelling service provider ensures proper grounding of aircraft, correct type of fuel,
fuel upload, fuels and secures the fuel caps and closing of any panels;

e. Service providers provide the flight preparation information, including the operational
flight plan the flight preparation documents and provide copies to the flight crew.

15.2.4.2 The operator may not abdicate its responsibility for the correct accomplishment of the
functions. With these arrangements the operator should have—

a. Pre-audits to ensure the service provider and its personnel have the capability;

b. Verification steps by company employees incorporated in the ground handling
processes; and

C. Subsequent auditing that is external to the processes to determine that a predictably

correct product has been occurring.
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GROUND HANDLING ORGANIZATION

The regulations requires the AOC holder to have adequate organizational structure to manage
all ground handling functions, including—

Ramp operations;

Passenger services;

Baggage services;

Cabin services;

Weight and balance control;
Ground support equipment; and
Fuel services.

@roo0o

The regulations also require the assignment of responsibility and authority to manage this part
of the AOC holder’s organization. The operators of large aircraft, especially for scheduled
passenger operations, must have a discernible part of the organization that is assigned the
responsibility and authority to manage these functions. The small air taxi operators may be
issued waiver from these requirements if they do not conduct those operations from the
terminal gates.

Depending on the extent to which the operator uses company personnel and service providers
the actual number of persons required to manage the ground handling functions in an airline
can vary from a large organization made up of company personnel or a smaller organization
using managers to oversee a variety of service providers.

15.3.3.1 AOC holders at their hub may choose to provide most of the ground handling

functions, but rely on service providers to fuel and galley services.

15.3.3.2 AOC holders providing scheduled code share or on-demand operations primarily for

large airlines may choose to rely on their larger partner to provide most of the ground handling
Services.

15.3.3.3 AOC holders may choose to have a “virtual” presence on the ramp by using service

15.3.4

providers for all ground handling functions identified by the regulations and this chapter.

By regulation the ground handling organization must be acceptable to CAASL-FS. Given all
of the variations that an AOC holder may choose to use to provide ground handling, the
evaluation of “acceptability” is somewhat subjective. An operator’s ground handling
organization may be determined to be acceptable, if—

a. There is a ground handling organization with an overall manager;

b. This organization has sufficient infrastructure (facilities, equipment and personnel) to
discharge its responsibilities;

C. The pertinent ground handling policies and procedures are provided in company
manuals;

d. There is an adequate training program to ensure that company and service provider
personnel are qualified,

e. There is discernible delegation and supervision of all ground handling functions as
they are being accomplished;
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f. There are adequate facilities and equipment available to provide ground handling
support for the necessary ground handling of the aircraft;
g. The ground handling processes are subject to periodic audits to ensure that the
delivered results are compatible with the established policies and standard of
performance;

154 MANAGER OF GROUND OPERATIONS
15.4.1 REGULATORY REQUIREMENTS
154.1.1 Air Navigation Regulations require that an AOC holder will have an assigned person

acceptable to CAASL-FSS, who is responsible for the management and supervision of ground
handling operations.

15.4.1.2 While the Vietnam regulations list this position as one of the five key managers of an
AOC holder, CAASL-FS recognizes that the complexity of the AOC holder’s operations could
resultin a—
a. Director of ground handling with numerous supervisors (large organization), or
b. Single individual having multiple supervisory roles (a single-pilot air taxi). or
C. Variations between the large organization and the single individual.

15.4.1.3 The regulations give CAASL-FS the authority to grant waivers to this particular

requirement if the operator can provide logical justification for such a waiver that will not
conflict with the safety intent of the regulation.

15.4.2 EVALUATION OF GROUND OPERATIONS MANAGER NOMINATION
15.4.2.1 Proven Competency
a. The regulations require that the manager for ground handling must have “proven

competency in civil aviation.” The regulations do not, however, provide specific
requirements as are provided in the Director of Operations or Chief Pilot.

15.4.2.2 The CAASL-FS evaluation of the nominated manager will be primarily that he or

she—

a. Was not previously a required manager of an AOC holder whose certificate was
revoked,

b. Has experience as a manager or supervisor in an aviation organization;

C. Has experience in one or more functions of ground handling;

d. Is able to describe in detail the company policies and processes for ground handling
and locate pertinent portions of these in the company manuals;

e. Is able to describe the describe the timing and interaction of the ground handling
functions in during the departure and arrival of the aircraft;

f. Is able to describe the purpose of the ground handling audit processes and the

resolution of identified issues.
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Accept or Reject Nomination

A decision to reject the nomination of the manager of a ground handling organization
should be made in a formal letter stating the reasons for the b.

A decision to accept the nomination of the manager of ground handling organization
will also be made by formal letter.

Grant of Waiver

If a company requests that the duties and responsibilities of the Manager of Ground
Operations be assigned to a person who already has other critical aviation duties and
responsibilities, the assigned operations inspector will evaluate the extent to which the
operator could function without a dedicated Manager of Ground Operations.

That evaluation will be based on the complexity of the company operations being
conducted.

The following factors are routine justification for the waiver—

. Aircraft with 19 passengers or less;

o That will not be using the terminal gates;

. That will be receiving support from another entity for their ground handling
functions; and/or

. Will not be operating on a schedule that includes gate turnarounds of less than

1 hour from arrival to departure.

155 AIRCRAFT HANDLING MANUAL

15.5.1 GENERAL MANUAL GUIDANCE

1551.1

The regulations require that an AOC holder shall have an “Aircraft Handling Manual”

acceptable to the Authority which includes, for all ground handling operations—

a.
b.
C.

155.1.2

Handling processes, procedures and practices;
Training programme requirements; and
Subcontracting policies.

This manual will be in addition to the required aircraft type-specific manual(s) that

provide the  specific requirements for—

®o0 o

Fuelling;
Servicing;
Loading;

Mass and balance;
Dangerous Goods

15.5.2 SCOPE OF THE GROUND OPERATIONS DOCUMENTATION

155.2.1

Each manual or publication submitted will be evaluation to ensure that it includes that

information and guidance necessary to allow personnel to perform their duties and
responsibilities effectively and safely.
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Depending on the complexity of ground operations conducted at a station, the scope

of the required submissions of manual(s) and documentation may include—
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Operation of ground service equipment/procedures

Security training and procedures

Ticketing and gate procedures

Passenger handling procedures

carry-on baggage procedures

General aircraft movement procedures, including marshalling and parking
requirements

Company and aircraft-specific towing procedures

Company and aircraft-specific refuelling procedures

Company and aircraft-specific servicing procedures

Company and aircraft-specific loading procedures

Company and aircraft-specific mass and balance calculation procedures

Company and aircraft-specific takeoff, en-route and landing computation

Approved Flight Manual (AFM) for company aircraft

Company and service provider training programs

Company and service provider emergency response procedures, including current
emergency telephone listing

Company and service provides accident/incident telephone listing

Severe weather notification procedures

General and aircraft-specific de-icing procedures

Identification or handling of hazardous materials/procedures

Instructions and procedures for NOTOC when there are hazardous materials aboard
Procedures for passenger operation of electronic devices

Listing of approved service providers and their contracted functions

Company (if applicable, service provider) procedures for disposition and retention of
official records.

15.5.3 OTHER DOCUMENTS THAT SHOULD BE EVALUATED

155.3.1 Proposed Records

a. The applicant should provide copies of the proposed records relative to ground
handling and station operations,

b. These records should include all records proposed to be generated during ground
operations, including those addressing communications, fuelling, servicing, loading,
flight preparation and personnel training records.

15.5.3.2 Proposed Training Programs

a. The inspector should evaluate the training curriculums provided for the various
groupings of ground handling and station personnel.

b. While the regulations do not specify training requirements either by subject or
frequency for ground handling personnel, the curriculums, curriculum segments and
training elements should be logical for the technical functions and supported by the
technical manuals.
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C. This training may be both formal classroom training or on the job training. Specific
areas of training include the following for each function—

o Duties and responsibilities
o Safety practices
o Dangerous goods

Passenger handling and protection

o Load planning and weight and balance procedures
o Communications procedures
o First aid and emergency actions
15.5.3.3 Contingency Plans
a. Emergency response contingency plans should be submitted for the possible

emergencies that may be encountered by the station and ground handling personnel.

b. These may be submitted as manual(s) or checklists, and should include—
Accidents

Injuries

IlIness

Fuel spills

Bomb threats

Hijacking

Severe weather

Dangerous goods leakage/spills

15,6 GROUND HANDLING SERVICE PROVIDERS
15.6.1 BACKGROUND

15.6.1.1 In today’s aviation environment, even large carriers are no longer self-sufficient in
their operations. The use of service providers for many different tasks has become the norm,
rather than the oddity. This is especially true in ground handling because of the aerodrome-
specific advantages.

15.6.1.2 Even the most independent operators routinely use service providers for fuelling,
kitchen and galley serving, and water and lavatory servicing of aircraft. But the use of service
providers for ticketing and gate services, baggage handling, ramp services and aircraft
cleaning and loading. And, if these tasks are performed correctly, efficiently and safely, can
allow the operator to remain more flexible in their operations.

15.6.1.3 By regulation, the AOC holder shall have processes for continuously ensuring the
proper and adequate ground handling for their aircraft when all or part of the functions and
tasks related to ground handling services have been contracted to a service provider.

15.6.1.4 By regulation, the AOC holder is required to provide to CAASL-FS a current and
acceptable list of the service providers and the functions they have been contracted to perform
on behalf of the AOC holder sorted by aerodrome location.
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15.6.2 EVALUATION OF SERVICE PROVIDER ARRANGEMENTS

15.6.2.1

At least 15 working days prior to the use of a service provider, the AOC holder must

submit to CAASL-FS with a copy of the agreement containing the proposed arrangements for
the services to be provided.

15.6.2.2
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CAASL-FS will review that agreement with emphasis on the—

Parties to the agreement;

Function(s) that will be provided by the service provider;

Contact points in each organization for on-going arrangements between the parties
Policy/procedure guidance that will be used by the service provider and its personnel
during the conduct of the services provided to the AOC holder;

Requirements for initial and recurrent training of the service provider’s personnel for
the functions they will perform for the AOC holder, especially those aircraft type-
specific functions;

Requirement that the services may be terminated if the services are not provided to a
satisfactory standard;

Unrestricted right of the operator to audit the service provider, the performance of its
personnel, facilities and equipment and required records;

Unrestricted right of CAASL-FS inspectors to audit the service provider, the
performance of its personnel, its facilities and equipment and required records;

The provisions for timely resolution of issues identified during the audit process.

15.6.3 COMPLETION OF THE EVALUATION

15.6.3.1 If the arrangements are not acceptable to CAASL-FSS, the assigned inspector will—
a. Issue a short letter to that effect;
b. Provide the CAASL-FSR notes as an attachment to that letter; and
C. Make a CAA Action entry to record the completion of the task.

15.6.3.2 If the arrangements are acceptable, the assigned inspector will—
a. Issue a short letter to that effect;
b. Make a General Inspection Database entry; and
C. Make a CAA Action entry to record the completion of the task.
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Chapter 16 - GROUND HANDLING, STATIONS & AERODROMES

16.1 GROUND HANDLING INSPECTIONS

16.1.1 GENERAL

16.1.1.1 Ground handling operations are defined as those support activities required to
originate, turn around, or terminate a flight.

a. The purpose of the ground handling inspections is to assess the acceptability as it
pertains to the operation under consideration of various navigation, communications-
meteorological facilities and equipment, related operational control procedures and
ground services and to evaluate the competency of the assigned staff to operate them.

b. The objective is to ascertain that these facilities meet established requirements, that
they are properly managed by qualified staff and that the required records are properly
maintained.

C. Ground handling and facilities inspections should be conducted at every location at

which an AOC holder initiates and turns scheduled flights with passengers. Ground
handling inspections should also be conducted selectively at other locations where the
operator performs or arranges for ground handling personnel, facilities, equipment and
services in connection with its operations.

16.1.2 THREE-STAGE APPROACH TO THE INSPECTIONS

16.1.2.1 Preferably these inspections should be conducted in three stages—

a. Inspect the AOC holder’s infrastructure at the airport, including service provider
arrangements, for acceptable facilities, equipment, personnel and policy/procedure
manuals;

b. Inspect the training and operational records that are located at the airport, including the
service provider’s records, to ensure that the personnel are qualified; and

C. Inspect actual departure or arrival operations in progress in order to obtain an over-all

view of the operation of the station and the effectiveness of the personnel, equipment,
services, procedures and service providers utilized.

16.1.2.2 The FS inspector should review operator and service provider staffing and the
assignment of various duties with the operator's representative or service providers at the
station.

16.1.2.3 During this inspection a review should be made of the pertinent manuals (operations.
maintenance, training, routes. etc.) to determine if they are readily available and current.

16.1.2.4 The primary focus will be the demonstrated competency and knowledge of the
personnel—
a. Personnel responsible for various duties should be queried regarding their familiarity

with those operator instructions applicable to them and a determination made as to how
competently they are performing their assigned duties.
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The operator's routine and emergency procedures for the operations of the station and
related facilities must be reviewed and discussed with personnel concerned.

16.1.3 INSPECTION AREA

16.1.4 Nine inspection areas have been identified as areas for inspectors to observe and evaluate
during ground handling and station inspections. These inspection areas are—

a.

Personnel. This area refers to the personnel employed at the facility. Inspectors must
evaluate the adequacy of staffing levels and the competency of assigned personnel in
the performance of their duties.

Manuals. This area refers to the availability, currency, and content of the written
guidance required by employees in the performance of their assigned duties.
Records. This area refers to those records that the operator is required to maintain
relative to station activities. For example, operators are required to record hazardous
material training for operations personnel. This area does not include those records
inspected during a "records inspection.”

Training. This area refers to the adequacy of the training given to assigned personnel
as demonstrated by their knowledge of their duties. This area does not include crew
and dispatcher training.

Facility/Equipment/Surface. This area refers to the various physical elements
required to support flight operations, such as ramp areas, blast fences, signs, signalling
devices, lighting, passenger and cargo loading equipment, aircraft servicing, towing
equipment, ground de-icing and anti-icing.

Conformance. This area refers to the operator's employees' compliance with the
operator's procedures and the applicable aviation laws and regulations.

Operational Control. This area refers to the control and support of aircraft flight
operations.

Servicing. This area refers to the operator's procedures and standards required for the
safe servicing and handling of its aircraft.

Management. This area refers to the effectiveness of the operator's management and
supervisory personnel.

16.2 MANAGEMENT OF GROUND HANDLING & STATION INSPECTIONS

16.2.1 FOls and AWE inspectors are responsible for planning and coordinating ground handling and
station inspections in their areas of responsibility.

16.2.2 FOls shall ensure that ground handling and station inspections are planned as required
inspection items in the Minimum Required Annual Inspection program for each station in the
unit's area of responsibility.

16.2.3 When an operator establishes a new station, the D (Ops) and the D (Aw) must coordinate the
inspection plan before the inspection is conducted. FOIs do not have to plan station facilities
inspections of Scheduled AOC holders that contract to use facilities within the geographic area
for a single flight or a short series of flights.
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16.2.4 The D (Ops) is responsible for conducting the inspection; however, the D (Ops) may decide
to include one or more inspectors on the team to ensure that appropriate guidance is available,
and for standardization purposes.

16.3 GENERAL INSPECTION PRACTICES & PROCEDURES

16.3.1 Inspectors who conduct ground handling and station inspections encounter a wide range of
situations and operational conditions. Station facilities range from large (that have a
permanently assigned station manager, numerous employees, and various departments) to a
single counter manned by a single employee.

16.3.2 A ground handling and station inspection may be conducted to provide an overall view of
operations, or it may be focused on a specific area of interest. Inspectors should use the
direction, guidance, and procedures that follow when conducting a ground handling and
station inspection

16.3.3 PLANNING FOR THE INSPECTION

16.3.3.1 The inspector should carefully plan a ground handling and station inspection before
conducting it. The inspector should review previous inspection reports, identify any areas of
weakness previously reported, and review the corrective actions that were taken.

16.3.3.2 Other inspectors get a briefing from the appropriate FOI to determine if there are any
specific areas that may currently need inspection.

The inspector should coordinate with the station manager (or service provider representative)
ahead of time to establish a date and time for conducting the inspection.

16.3.4 BRIEFING FOR THE INSPECTION

16.3.4.1 Before beginning the inspection, the inspector should request that the station manager
provide a briefing on the ground handling operations, including the assigned personnel and
operational procedures.

16.3.4.2 In turn, the inspector should brief the station manager, his staff (and representatives of
the service providers) on the purpose and scope of the inspections.

16.3.4.3 This discussion should include the following points—

Purpose of the facility inspection

Introduction of inspectors

The specific areas to be inspected

Inspection authority

The proposed time and place of the exit briefing

®o0ow
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16.3.5 PRELIMINARY TOUR

16.35.1 The actual inspection should begin with a tour. The tour should provide the inspector
with an overview of the operation and the location of individuals and entities associated with
ground handling and other station function.

16.3.5.2 Inspectors should introduce themselves to supervisors and other employees during this
tour to become familiar with each pertinent location.

16.3.5.3 The tour should include those areas that are utilized by the flight and cabin crews for
dispatch, briefing, and flight planning, and those areas that are utilized for passenger loading,
cargo loading, weight and balance preparation, and ramp areas.

16.4 SPECIFIC INSPECTION PRACTICES & PROCEDURES

16.4.1 CHECKLISTS

16.4.1.1 Inspectors should use the checklists for ground handling and station operations during
the inspection. This checklist provides inspectors with “reminder” items to check when they
evaluate specific areas.

16.4.1.2 There also may be items on the checklist which are not observed and should, therefore,

be identified as “NS=Not Seen.”

16.4.1.3 The checklist is designed solely as a reminder and as a means of standardization to
ensure that station facilities inspections are conducted in the same general manner. Inspectors
should conduct station facilities inspections by using the procedures that follow.

16.4.2 PERSONNEL

16.4.2.1 The inspector should review the operator and service provider staffing. During this
review, the inspector should attempt to determine whether or not there is adequate staffing and
whether or not assigned personnel are competent in their duties.

16.4.2.2 The inspector may accomplish this by observing individuals as they perform their
assigned job tasks.
a. For example, the inspector may review recently completed forms for accuracy and may
interview personnel, while being careful to avoid interfering with their duties.
16.4.3 MANUALS
16.4.3.1 The inspector should review the operator (and service providers) manuals determine

whether or not the manuals are on hand, current, readily available to personnel, and adequate
in content.

Chapter 16 - Ground Handling, Stations & Aerodromes Page; 16 - 4 Date; 05 April 2018
SLCAP 4200 Operations Inspectors Hand Book 2" Edition Rev. No. 00




CIVIL AVIATION AUTHORITY OF SRI LANKA
16.4.4 ON-HAND REQUIREMENTS

16.4.4.1 Inspectors should determine what manuals the operator requires its station personnel
and service providers to maintain and then determine whether or not these manuals are on
hand.

16.4.4.2 As a result of the inspection, the inspector should be able to conclude that either these
manuals are sufficient for the purposes of the station or that station personnel require
additional information which was not available.

16.4.5 CURRENCY REQUIREMENTS

16.4.5.1 The inspector should also ensure that the operator and service provider’s manuals are
current and that any required revisions are accurately posted.

16.4.5.2 The inspector should obtain information on the revision status of manuals from the
FOI before beginning the inspection.

16.4.6 CONTENT REQUIREMENTS

16.4.6.1 Each manual or publication should be checked by the inspector to ensure that it
includes that information and guidance necessary to allow personnel to perform their duties
and responsibilities effectively and safely.

16.4.6.2 Depending on the scope of operations conducted at the station, direction and guidance
may be required in the following operational areas—

Operation of ground service equipment/procedures

Security training and procedures

Ticketing and gate procedures

Passenger handling procedures

Carry-on baggage procedures

General aircraft movement procedures, including marshalling and parking
requirements

Company and aircraft-specific towing procedures

Company and aircraft-specific refuelling procedures

Company and aircraft-specific servicing procedures

Company and aircraft-specific loading procedures

Company and aircraft-specific mass and balance calculation procedures

Company and aircraft-specific takeoff, enroute and landing computation

Approved Aircraft Flight Manual (AFM) for company aircraft

Company and service provider training programs

Company and service provider emergency response procedures, including current
emergency telephone listing

Company and service provides accident/incident telephone listing

g. Severe weather notification procedures

r. General and aircraft-specific ground de-icing procedures (depending on location)
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Identification or handling of hazardous materials/procedures
Instructions and procedures for NOTOC when there are hazardous materials aboard
Procedures for passenger operation of electronic devices
Listing of approved service providers and their contracted functions
Company (if applicable, service provider) procedures for disposition and retention of
official records.

16.4.7 RECORDS

16.4.7.1 Available records relative to ground handling and station operations should be
inspected, such as communications, fuelling, servicing, loading, flight preparation and
personnel training records.

16.4.7.2 In a small facility, a records inspection and a facility inspection could be conducted on
the same day. In most facilities, however, the ground handling and station inspections should
be planned and conducted separately.

16.4.8 TRAINING

16.4.8.1 The inspector should review the training conducted for the various groupings of ground
handling and station personnel. The regulations do not specify training requirements either by
subject or frequency for station personnel, yet these personnel should receive both initial and
recurrent training in assigned job functions.

16.4.8.2 This training may be either formal classroom training or on the job training. Specific
areas of training include the following—

Duties and responsibilities

Hazardous materials

Passenger handling and protection

Load planning and weight and balance procedures

Communications procedures

Manual backup procedures in case of computer or communications equipment failures

Aircraft servicing and ramp operations

First aid and emergency actions

S@ e oo o

16.4.9 FACILITY/EQUIPMENT/SURFACE

16.4.9.1 The facilities must be adequate to provide safe operating conditions for both aircraft
and personnel. The inspector should conduct an evaluation to ensure that the following
conditions are met—

a. Ramp Maintenance. Ramp areas should be clean and clear of foreign objects. The
operator should have a regular program for inspecting, cleaning, and repainting ramp
surfaces. Adequate equipment must be available for snow removal.

b. Passenger Safety. Employees and passengers must be protected from jet or prop blast.
If a jet way is unavailable or not used, inspectors should evaluate passenger handling
procedures and facilities and give particular attention to the movement of passengers
across ramps. The operator must have established procedures for assisting handicapped
passengers, especially when boarding ramps are not used.
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C. Night Operations. To ensure that adequate lighting is available and is being used for
safe ground operations, inspectors should conduct observations during night
operations, if feasible.

d. Station & Ground Handling Manager Responsibilities. The operator's management
usually assigns managers with the responsibility for maintaining surveillance of the
airport and for reporting airport hazards and any new obstructions. Inspectors should
determine what responsibilities have been assigned to the station manager and how
those responsibilities are being discharged.

e. Airport Deficiencies. Inspectors are not tasked with conducting a physical inspection

of the airport during a station facilities inspection; however, any airport deficiencies

observed during a station facilities inspection must be noted by inspectors.

16.4.10 CONFORMANCE
16.4.11 In each area to be inspected, inspectors should evaluate the operator's procedures for

compliance with provisions of the applicable AARS Parts. In addition, the operator and service
provider employees must comply with the operator's directives as provided for in the operator's

manuals.
16.4.12 FLIGHT CONTROL
16.4.12.1 The inspection of a station's flight control function should be conducted while actual

arrival or departure operations are in progress. This allows the inspector to get an overall view
of the effectiveness of the operation and its assigned personnel.

16.4.13 OPERATIONAL CONTROL INSPECTION

16.4.13.1 When a dispatch or flight following centre is located within the station, an operational
control inspection should be conducted in conjunction with the station facilities inspection.

16.4.13.2 Unless the station is small, these two inspections should be planned and conducted as
separate events.

16.4.13.3 Line Station Functions
a. Operators often exercise operational control from a central location and assign the line
stations with related support functions, such as delivering dispatch releases and flight

plans to the flight crew.

b. In this situation, inspectors should determine which functions are the responsibility of
the station. Inspectors should evaluate station personnel in the performance of these
functions.

C. Inspectors should also evaluate the effectiveness of the division of responsibility

between the central operational control centre and the line stations.
16.4.14 LOAD PLANNING

16.4.14.1 Inspectors should determine who is assigned responsibility for load planning and
weight and balance control.
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a. Passenger and cargo weights must be accurate and reliably obtained, collected, and
transmitted.
b. Personnel must be adequately trained.
C. Procedures should be simple and effective.
16.4.14.2 When computerized systems are used, there must be adequate backup provisions for

computer failure.

a. When personnel are required to perform manual calculations in case of computer
failure, the operator must ensure continued proficiency of personnel in making these
calculations.

b. Inspectors should ask these individuals to perform a manual calculation and compare

the individual's solution to the computer solution.

16.4.15 WEATHER INFORMATION
16.4.15.1 Inspectors should determine the approved source of weather for the station.
16.4.15.2 If weather information is provided by a supplementary aviation weather reporting

station, the inspector should determine that the weather station is receiving adequate oversight.

16.4.16 SERVICING

16.4.16.1 The servicing area of a station facilities inspection covers routine loading and servicing
as opposed to aircraft maintenance activities.

16.4.16.2 Inspectors should evaluate areas of concern to operations personnel, such as the
manner in which logbooks are handled and how MEL/CDL provisions are administered.

16.4.16.3 The inspector should observe and verify safe practices in the operator's service
operations and that adequate personnel are available for the required aircraft servicing.

16.4.16.4 Operations to be observed should include, but are not limited to, the following—
a. Fuelling (ensuring that proper procedures are being followed)
b. De-icing (ensuring that the correct ratio and temperature of the glycol/water mix is
being used and that all snow and ice is removed)
C. Marshalling (ensuring safe operation and correct procedures)
d. Chocks/Mooring (ensuring chocks are in place, the parking ramp is relatively level,

and brakes are set or released)
16.4.17 MANAGEMENT
16.4.17.1 Throughout the inspection, inspectors should observe managers and supervisors and

evaluate the organizational relationships, particularly the effectiveness of vertical and
horizontal communications.
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16.4.17.2 Managers and supervisors should be thoroughly aware of their duties and
responsibilities and those of the personnel they supervise.

16.4.17.3 Areas that inspectors must observe and evaluate include the following—

a. Service Providers. If the operator contracts with other companies for certain functions
and services, the station manager should have established adequate controls over their
performance.

b. Contingency Plans. The management should be prepared for contingencies. Action

plans should be available for use in case of such events as accidents, injury, illness,
fuel spills, bomb threats, hijacking, severe weather, and hazardous material spins.

o Station personnel should know the location of these plans. Plans should contain
emergency notification checklists and procedures for suspending or cancelling
operations.

o Emergency telephone listings should be posted in obvious locations and be
clearly legible.
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Air Operator Ground Handling & Station Inspections Checklist/Report
Date Location
Operator Inspector

Operator rep.

For completion instructions, refer to Chapter 15 & 16 of the Operations Inspector Handbook

Y =YES N =NO NS = NOT SEEN NA = NOT APPLICABLE

Check YES column if you reviewed the record, procedure or event and have no comment

Check NO column if you reviewed the record, procedure or event and have a comment

Check NOT SEEN column if you did not review the record, procedure or event or you do have adequate
information to make a valid comment

Check NOT APPLICABLE column if the line item is not required in this particular Operator

Make notes regarding a NO answer for resolution

GROUND OPERATIONS 1 S U N NA REMARKS/
MANUAL NOTES
A statement that the ground | 1.1
operations manual complies
with applicable laws and AOC
conditions

A list and a summarized | 1.2
description of the different
parts of the manual, their
contents, applicability and
utilization.

A  statement that the | 1.3
operations manual contains
ground operating instructions
which are required to be
complied with by all
personnel.

A registration sheet for the | 1.4
amendments and revisions
with the dates of registration
and validity.

A list of effective pages. 15

Amendment and revision | 1.6
changes indicated by marks or
signals in text, graphics and
diagrams.
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Instructions  outlining the | 1.7
organizational structure,
responsibilities of
management and operations
personnel pertaining to the
conduct of ground operations
ensuring duties,
responsibilities,  functional
tasks, lines of reporting and
authorities are clearly defined

CONFORMANCE WITH 2 S
RELEVANT STANDARDS

REMARKS/
NOTES

Were all personnel and
documents in conformance | 2.1
with  aviation law and
regulations?

Were the operations found to
be in conformance with | 2.2
applicable /ICAO Standards

Were there any practices that
did not conform to published | 2.3
relevant safety practices?

STATION STAFF
(INCLUDING SERVICE 8 S
PROVIDERS)

REMARKS/
NOTES

Is there adequate staff to
handle the required support | 3.1
functions?

Did all staff demonstrate
competent performance in | 3.2
their function?

Did the staff follow the proper
procedures for the functions | 3.3
they performed?

Did the company and service
provider training and | 3.4
qualification records show
that all personnel were
adequately trained for their
functions?

Were the station staff engaged | 3.5
in all areas of ground handling
function adequately trained
and qualified to carry out their
responsible functions

EQUIPMENT & 4 S
FACILITIES

REMARKS/
NOTES

Were there adequate facilities
and equipment for the | 4.1
complexity and functions
performed?

Have mobile equipment to be | 4.2
utilized in the operation such
as Fuelling Vehicles, Ground
Power Units, Oxygen and
Compressed Gas Servicing
Equipment, Towing Tugs,
Cargo and Baggage Handling
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Equipment, Catering
Vehicles, Sanitary Servicing
Trucks, De-lcing Equipment,
etc. been inspected with
primary emphasis on
adequacy, suitability and the
safety aspects of its use?
PASSENGER HANDLING 5 S U N NA REMARKS/
NOTES

Were adequate guidance and
procedure manuals available | 5.1
for the persons performing
this function?

Were qualified personnel
available to accomplish this | 5.2
function for each flight?
Were the passenger ticketing
and baggage acceptance | 5.3
performed

satisfactorily

Were the passengers and
baggage weighed before | 5.4
emplaning?

Was the handling of passenger
enplaning and deplaning | 5.5
performed satisfactory?

Were the passenger security
measures satisfactory? 5.6
If a jet way was not used, was
a designated walk route with
adequate  guide  persons | 5.7
available to ensure passenger
ramp safety?

AIRCRAFT MOVEMENT REMARKS/
ON RAMP 6 S U N NA NOTES

Were adequate guidance and
procedure manuals available | 6.1
for the persons performing
this function?

Were qualified personnel
available to accomplish this | 6.2
function for each flight?

Was the marshalling of
aircraft performed | 6.3
satisfactorily?

Were the ramp and gate areas
properly marked for towing, | 6.4
taxiing and parking position?
Was the aircraft parking area
clear of carts and other | 6.5
vehicles during the parking of
the aircraft?

Was the towing of the aircraft
performed satisfactorily? 6.6
Were security measures for
identification of all ramp | 6.7
personnel clearly available?
If a service provider was used
to perform this function, were
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the arrangements, guidance | 6.8
and qualification of personnel
acceptable?

AIRCRAFT SERVICING 7 S U N NA REMARKS/
NOTES

Were adequate guidance and
procedure manuals available | 7.1
for the persons performing
functions involved?

Were qualified personnel
available to accomplish these | 7.2
functions for each flight?
Was the servicing of aircraft

performed satisfactorily? 7.3
Was the fuelling of aircraft
performed satisfactorily? 7.4
Was the loading of aircraft
performed satisfactorily? 7.5
Was the de-icing of aircraft
performed satisfactorily? 7.6

Was the equipment used to
perform  these  functions
operational, adequate for the | 7.7
task, and operated
knowledgeably by the
personnel involved?

Were security measures for
identification and monitoring | 7.8
of all servicing personnel
satisfactory?

If service providers were used
to perform these functions,
were  the  arrangements, | 7.9
guidance and qualification of
personnel acceptable?
AIRCRAFT OVERNIGHT REMARKS/
PARKING 8 S ) N NA NOTES
Were adequate guidance and
procedure manuals available | 8.1
for the persons performing
this function?

Were qualified personnel
available to accomplish this | 8.2
function for each flight?

Was the aircraft properly
lighted and identifiable as | 8.3
required for the parking
location?

Was the aircraft “guarded” by
assigned persons at all times? 8.4
If a service provider were used
to perform these functions,
were the arrangements, | 8.5
guidance and qualification of
personnel acceptable?

MASS, BALANCE & 9 S U N NA REMARKS/
PERFORMANCE NOTES
COMPUTATIONS
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Were adequate guidance and
procedure manuals available | 9.1
for the persons performing
this function?

Were qualified personnel
available to accomplish this | 9.2
function for each flight?

Were the correct procedures
for passenger loading, count | 9.3
and communication of the
positioning followed?

Were specific passenger seat
assignments used to ensure a | 9.4
safe C.G. for flight?

Were the correct procedures
for cargo loading, and | 9.5
communication of positioning
followed?

Were the correct procedures
for dangerous goods loading, | 9.6
and communication  of
positioning (e.g. NOTOC)
followed?

Were the mass and balance
calculations & procedures | 9.7
satisfactory?

Were the last-minute mass
and balance revisions due to | 9.8
passengers or cargo handled
correctly?

Were the take-off and landing
performance calculations | 9.9
performed
Correctly?

If a service provider were used
to perform these functions,
were the  arrangements, | 9.10
guidance and qualification of
personnel acceptable?

FLIGHT PLANNING 10 S

REMARKS/
NOTES

Were adequate guidance and
procedure manuals available | 10.1
for the persons performing
this function?

Were qualified personnel
available to accomplish this | 10.2
function for each flight?

Was the weather acquisition
(including  selection  of | 10.3
alternates) and briefing of
crews performed correctly?

Was the NOTAM acquisition
and briefing of crews | 10.4
performed correctly?

Was the operational flight
plan (including fuel loading)
10.5
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calculations and procedures
performed correctly?

If a service provider were used
to perform one or more of
these functions, were the
arrangements, guidance and | 10.6
qualification of personnel
acceptable?

COMMUNICATIONS 11 S

REMARKS/
NOTES

Were adequate guidance and
procedure manuals available
for he persons performing this | 11.1
function?

Were qualified personnel
available to accomplish this
function for each flight? Was
there adequate
communications  capability
with main base operationsand | 11.2
maintenance functions,
including relay of information

Was there adequate
communications  capability
with main base operationsand | 11.3
maintenance functions,
including relay of
information?

Were flight following
procedures performed | 11.4
correctly?

Were emergency response
procedures performed | 11.5
correctly?

Were accident/incident
procedures performed | 11.6
correctly?

Were the correct numbers for
telephone and/or fax | 11.7
notifications associated with
emergency response
available?

If a service provider were used
to perform one or more of | 11.8
these functions, were the
arrangements, guidance and
qualification of personnel
acceptable?

MAINTENANCE 12 S

REMARKS/
NOTES

Were adequate maintenance | 12.1
guidance and  procedure
manuals available for the level
of maintenance to be
performed?
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Were qualified maintenance | 12.2
personnel available to
accomplish the level of
maintenance to be performed?

Was the performance and | 12.3
recording of routine
maintenance satisfactory?

Was the performance and | 12.4
recording of deferred
maintenance satisfactory?

If a service provider was used | 12.5
to perform this function, were
the arrangements, guidance
and qualification of personnel
acceptable?

RECORDS RETENTION 13 S
& ACCURACY

REMARKS/
NOTES

Were the flight preparation
and other official records up-
to-date and correctly filed? 13.1

Was there adequate file
retention security for official | 13.2
records?

IN TERMINAL

PASSENGER HANDLING | 14 | S U

REMARKS/
NOTES

Acceptable procedures for
identification and seat 141
allocation for handicapped
persons?

Seat allocation for infants and
children? 14.2

Scales for weighing baggage
and cargo? 14.3

Procedures for identification 14.4
and prevention of carriage of
Dangerous Goods by
passengers

Procedures for checking and 14.5
prevention of passengers
Carrying restricted items on-
board

Appropriate system for
control of loose articles in the | 14.6
cabin (carry-on baggage?

PASSENGER 